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underwood ETT 


THIS IS THE UNDERWOOD RAPHAEL 


This completely new electric typewriter with variable spacing 
and carbon ribbon is designed to provide management with 
typing of unique beauty, clarity and dignity. When corre- 
spondence is typed on the Raphael, the importance of the 
message is enhanced, and the sender’s high regard for the 
recipient is apparent. The Raphael's typeface has been 
especially designed to bring to business letters the classic 
elegance of fine typography, while the sharp outline of each 
letter on the page is accentuated by the Raphael’s carbon 
ribbon. Because the force of the motor-driven keystroke never 
varies and the carbon ribbon is always fresh, the Raphael’s 
typing is absolutely uniform in rich color and crisp clarity. 
In its external beauty the Raphael reflects the perfection 
of its internal mechanism, engineered to provide long years 
of service with a minimum of maintenance. Underwood 
Corporation, One Park Avenue, New York 16, New York. 
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PAPER PEACOCK 


Sweetest word 
in the office heard 
“that Ozalid paper's 


a colorful bird 


The peacock, they tell us, flaunts color to win attention. (From lady peacocks, we presume). You, too, can attract attention 


at 


with color. But in a more businesslike way. With Ozalid Sensitized Papers you can color-code any engineering or business 


system. Speed and simplify paperwork. Eliminate routing errors. Make sure important or top secret documents get instant 


action when needed. In engineering, for example, “blueprints” no longer need be blue. 
Office production control, order-invoicing, income tax returns—can be coded 
by function, status, time or destination. Sales bulletins, charts, graphs, presentations 
can be brightened... made more effective by color. Want to simplify, error-proof your 
office system? Show your colors! Our booklet “Color 


says sO much so much faster" tells you how OZALI | >) 


Send for it today. Ozalid, Dept! 16, Johnson City, N.Y WE REPEAT 


Colored Papers speed communication, cut overhead. 12 eye-catching stocks for dry Ozalid and semi-dry © Zz. a I ] —- 


Ozafax machines. Remember: for best results from Ozalid Whiteprinters use Ozalid Paper and Ozalid 
Supplies...we repeat; use Ozalid Paper and Ozalid Supplies DIVISION OF GENERAL ANILINE & FILM CORPORATION 


ANAT IEA So sf EE OTIS LT: IEE TI: FANE ON cm SRE 
For More Information Circle No. 373 


THe Orrice—October, 1961 














4142 YEARS 
EXPERIENCE IN 
CUTTING COSTS 


YOUR BEST ALLY in combating to- 
day’s profit squeeze is the experience 
of your Dictaphone Representatives. 
Each is trained to do an accurate sur- 
vey of your communications set-up 
and to recommend changes that will 
increase efficiency and cut costs. The 
combined experience of these men ex- 
ceeds 4,142 years. s Dictaphone Cor- 
poration is the oldest name in this 
field. Its sole interest is business com- 
munications. For over 70 years, its 
experts have been consulting with 
businessmen across the country in the 
search for better, more economical 
methods. # The fruits of such research 
have been demonstrated time and 
again by continual improvements in 
the company’s products . . . by the 
development of many new uses for 
them. For example, the Dictaphone® 
TIME-MASTER® shown above is the 


most advanced dictating machine 
ever made. # Its functional simplicity 
and super-efficiency were made pos- 
sible by the evolution of the Dicta- 
belt® record. Experience shows that 
the ideal dictating medium should 
have specific characteristics. The 
Dictabelt has them. It’s mailable, 
fileable, truly disposable (costs just 
4¢ and obviates costly rehandling). 
You get a clean, fresh surface every 
time. With Dictabelt you have the 
advantage of sound you can see because 
your recording is visible. You watch 
your voice record, gain confidence 
from always knowing exactly where 
you are. # If you’re feeling the profit 
squeeze, better call in your local 
Dictaphone Representative for con- 
sultation. He can help you cut com- 
munications costs up to 30% with 
individual Time-Masters or a Tele- 
cord phone dictation network. 


P.S. Along with its experience in man- 
ufacturing and research, Dictaphone 
maintains by far the most expert and 
experienced service organization in 
the entire industry. 


Dictaphone’ 
CORPORATION 
Dictaphone Corp., 730 Third Ave., N.Y.17,N.Y. 
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Experience of a Large Office With Standard Time Data 
Engineering time required to set standards for one employee was nine 
days with time study; only two days using standard time data. 


ROBERT E. NOLAN 
How a Small Office Uses the Same Standard ‘vime Data 
“After standards were set for our office work, I asked everyone how 
they liked working under such controls. The girls told me, ‘If you 
work, you can’t lose.’”’ ORVILLE THALER 
Machine Cafeteria in a New York Office... . 
How We Found the Right City for a New Office Building 
Management consultant relates difficulties of locating a 1200- employee 
office in an Illinois town outside Chicago, since only two other cities 
in state have populations of 100.000. RONALD M. REIFLER 
How Hertz Moved Its Offices From Chicago to New York 
A management consultant recommended that this office stay where it 
—_ bong the move was made anyway. Read how its problems were 
solved. 
A Charter for Your Systems & Procedures People 
Management cheats itself and frustrates its systems personnel when 
it buries the entire function under the accounting department or 
office manager. RALPH E. STEERE 
International Systems Meeting in Cleveland, Oct. 8-11 
We Let Our Sales Agents Write All Our Order Forms .. 
A single multipart form that is almost completely filled out at time of 
sale, controls every step of production and shipping. 
GEORGE R. CONOVER 
16th Annual NBFA Meeting in Florida, Oct. 23-25 
Policy Data on Punched Cards. 
This machine method eliminates misunderstandings of current com- 
pany practices. FREDERICK C. ALLGEIER 
A Census of Computers 
Chain’s Cash Control System. . 
Integrates Data on Punched Tape; Manual — Winder 
Fanfold Tab Labels 
Data Retrieval System 
Data Communications System; Teletype Tape Winder 
G-20 Computer Line Printer; Data Room Equipment 
One-Write Forms Systems for Use With Aligning Boards ; 
Payroll withholding taxes revived business’s interest in one- -write 
systems. Now this method has been expanded to cover many book- 
keeping tasks. H. BRECHNER 
Purchasing-Receiving System Saves With Translucent Forms 
How to Keep the Men Happy ... weeny: -Fe 
How Any Office Can Do Artwork 
* Advances in reproduction processes have been paralleled by the design 
of equipment and supplies which allow clerical personnel to produce 
artwork for office purposes. RAY MARIEN 
New Products 
Literature from the Manufacturers .... 
News of the Office 
News of the Industry 


30 
Automatic Systems 123 National Conference & Exhibit Calendar 313 
Right or Wrong in Employee Relations 167 As We See It 316 
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Save on Soap 


350 people can wash 
hands with one 1% oz. bar 


FRANKLIN Soap Grinder-Dispenser uses hard- 
milled soap on positive micro-threaded feed 
rod to control amount of soap dispensed. 
Easy to refill. Lock for maintenance men 
prevents tampering. Stainless steel cutting 
disc positioned perfectly against soap. 


Stop in grinding knob at bottom discour- 
ages excess soap use, prevents waste. 


G-1] 


and 


Soaps available are pure castile, 
(Hexachlorophene) for aseptic use, 
Borax soap for grimy hands. 


72 bars 1% oz. equal to 125 gals. of liquid 
soap, 125 lbs. powdered soap, permit maxi- 
mum storage in minimum space. 


SMALL, beautifully finished dispenser suits 
all washrooms. Originated and patented in 
Europe and used in all important countries. 
Now made in U.S.A. under U.S. patents. 


Write for description and prices to 


SOAP DISPENSER CORP. 
AFFILIATE OF FRANKLIN METAL PRODUCTS 
12 E. KINZIE ST., CHICAGO 11, ILL. 


ae 
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Suddenly 


MALY Fskeks 
the Scene” 


and you truly “belonged there” because you “discov- 
ered” the MOST UNUSUAL Christmas gift-giving idea 
for customers, employees and friends EVER SEEN! 





and your customers began to “phone the scene” just 
to say “THANK YOU" for your unique and wonder- 
ful remembrance and thereby open the door to ADDI- 
TIONAL SALES! Even your employees and friends 
showed their appreciation in the many small ways 
ONLY YOU would understend 


If YOU buy gifts (between $7.50 and $100.00 each), 
you'll surely want to see this unusually practical, sen- 
sationally simple and refreshingly different way of 
saying “THANK YOU” to the people who are 
10,7 0 S10) a0 0a is Oe BO 40) O.Va' 0 Oe 40) 08-2 O0)\ 0 -7-V i a 


MAIL 70: Automated Gift Pian, Inc., 80 Park Avenue, New York 16, N. Y. 


Tae & @) BY G7) 
MORE INFORMATION ABOUT 


THIS PRESTIGE Address 
GIFT-GIVING IDEA! City l 


Tone __ State 


Please send further information about your 1961 Gift Bookard program 


Name of Company 


att Dept 


We use approx Gifts mm the $7 50 to $100.00 price range 





DEALER INQUIRIES INVITED 


‘Don't read this 
before going to 


| (You may not sleep) 


- This is the sad, sad story of the man who 
left no stone unturned—except one. 

“He went to bed just as you will do to- 
_ night. He awoke hale and hearty—and on 

the brink of ruin. 
~-. He had every kind of insurance known 
to man. Fire insurance, use and occupancy 
insurance, liability insurance, and casualty. 
Protected against every loss—except one! 

His office was in a “fireproof” building. 

It conformed with every fire law. It was as 
well protected night and day as the Penta- 
gon. And like the Pentagon, where fire de- 
stroyed 14 truckloads of valuable papers, 
he had a fire! 


Here’s what his business lost through his 


Their customer list and prospect file. 
All current personnel records. 
The company’s current legal corre- 
spondence and tax records. 
All current orders, quotations and 
correspondence. 
_. The accounts receivable records. 
His own income tax records, data and 
checks; and those of his associates. 
This tragedy is typical of scores. In one, 
a million dollar “fireproof” building fire, 
the walls and floors of the building re- 
mained standing, but thousands of irre- 
placeable records in steel files were turned 
to ashes. 
In another “fireproof” building, housing 
a dozen firms in the title, real estate and 
insurance business, fire destroyed all of the 
essential records of these businesses that 
were filed in non-insulated steel files. 
Moral: In Shaw-Walker Fire-Files your 


bed 


records will be vault-safe, and always ready 
for instant use, even after a fire. Your rec- 
ords will be fire-protected not just at night 
but also during the daytime hours when 
most fires (actually 58% of them) occur. 
Shaw-Walker Fire-Files have a 34-year suc- 
cessful record of performance! 

Fire-Files also pay their cost by saving 
time and space. Hours are saved and so 
is floor space because you eliminate en- 
tirely the need for housing records in sep- 
arate safes or vaults. 

If these words fail to convince you, per- 
haps this one statistic will: 93% of the 
businesses that are victims of a fire are so 
seriously handicapped that 43% of them 
fail. And only the 7% with Fire-File pro- 
tection carry on without costly delay. To 
ignore these facts is business neglect of the 
first order. 

All the information on this subject that 
any business needs is available for the 
asking . . . in the famous 248-page Shaw- 
Walker “Office Guide,” now in its 12th 
edition. Write for it. A program of fire pro- 
tection for your essential records can be 
started for less than $200. 


“Built Like a 
Skyscraper” 


SHAW-WALKER 


Muskegon 4, Michigan 
Largest Exclusive Makers of Office Equipment 
Representatives Everywhere 








This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 
All numbers below refer to PAGES. Reader inquiry card numbers are at the 


PRODUCT 


ACCOUNTING BOARDS 
Colonial 


ACCOUNTING MACHINES 
Addo-x 

National . 

President 


ADDING MACHINES 
Addo-x 
Comptograph 

riden 


ADDRESSING EQUIPMENT 
A-dress-R 

Deshew 

Dupli-Snap 

Elliott ; 
Quik Stripper Jr, ... 
Thermo-Fax 


BILLING MACHINE 
Notamat 


BINDERS 
Accogrip 
Bindafile 
Bindematic 
Faultless 
Flex-!-File 

ee 
i Royal Vernon 


BINDING, PLASTIC 
Speed-O-Print 


BLUEPRINT FILES 


Scott-Rice 
BOOKCASES 


BOOK RACKS 

Rol-Rack 

BOOKS 

Business Forms Manual . 
Playscript Procedure 
BUSINESS SHOW 
National 
CALCULATORS 

Addo-x 

Bohn Contex 


Diehl 
Marchant 


Victor 


CALENDARS 

Daily Doodler 
Defiance 

Double-Duty 

Ever Ready ... 
Success 

CAMERAS 

Goodkin 

CARBON COPY SETS 
Carbonsets 
Carbon-Sets 
CARBONIZING, HOT WAX 
Transkrit ... 


CARBONLESS PAPER 


CARBON PAPER 


54 Columbia 


Curtis-Young 


g9 Dura-Back 


Electri-Type 
Flagship 

Old Town 
Rose 
Webster 


CASH DRAWERS 
Indiana 

CASH REGISTER PARTS 
Cashere 


CASH REGISTERS 
National 


CHAIR COVERS 
Coverteer ...... 


CHECKS 
Magnetic 
Stevenson & Smith ........... 


CHECKWRITERS 
Wellon 


CHRISTMAS GIFTS 
Automated Gift Plan 


CHRISTMAS LETTERHEADS 


CLOTHES RACKS 


Decorator 


COIN CHANGERS 
3 RE Sr Serer ere 


bottom of individual advertisements. 


PAGE PRODUCT PAGEPRODUCT PAGE 


COIN CHANGERS, AUTOMATIC 
Standard 


COIN COUNTERS, SORTERS 
Standard 


COLLATORS 


Maceymatic 
Thomas 


CONTROL BOARDS 
Boaramaster 
Maggie Magnetic 
Visual Magnetic 
COPYHOLDERS 
Copy-Right 
Rite-Line 


COPYING MACHINES 
Contouramatic 


ME 3.5) o0-o 4 san An thiginn ts 


Fotomate 
Goodkin 
Photorapid 
Polymicro .. 
Speed-O-Print 
Thermo-Fax 


60 
epee ye 
Transfer-A-Matic .. 247 
re ab ew eka 
Verifax 
Xerox 


COPYING MACHINES BOUGHT 


CORNER ROUNDER 
Lassco 


COUNTER, IMPRINTER 
Tickometer 


COUNTERS, TABULATING 
Multiple-Tally 


COVERS 
(See Binders) 


DATA PROCESSING, Automatic 
Burroughs 

Business Electronics 
Columbia 

Dashew 

Kee Lox 
Mek-A-Punch 
National 

Pee Cee 
Perfection 

Storms 

Tabulabels 

Tally 





PRODUCT 
DATING MACHINES 


DESK PADS 


we J Doodler 
Double-Duty 


DESK RACKS, TRAYS 
Kleradesk 


DESKS 

Bentson .. 
eae 
Columbia .. 
Convaire 
Jasper 

Million Line .... 
Portfolio ... 


DICTATING MACHINES 
Norelco 

StenOtape . 

Telefunken 

Time-Master 


DICTATION PRACTICE RECORDS 
Steno-Disc 201 


DRAFTING EQUIPMENT 
Snopake 
Varigraph . 


DUPLICATING SUPPLIES 
Allied . 


CBP 
Columbia 
Curtis-Young 
Gelatin Rolls 
Sta-Clean . 
Sure-Rite 
Webster 


DUPLICATORS, OFFSET 
ATF 
Ditto 


102, 103 


Inner Back Cover 


DUPLICATORS, SPIRIT 


Old Town .. 
Piccolo : 
Sada Sprint . 
Titan Rocket 


DUPLICATORS, STENCIL 
Bohn Rex-Rotary 


ELECTRONIC COMPUTERS 
Burroughs . 130, 


ENVELOPE OPENERS 
MailOpeners .. 


ENVELOPES 
Epic Executive . 


ERASERS 
Green Glow 


FILES 


ee 
Bindafile ...... 
a 
Conserv-a-File 
Favorite 
Fire-Files 
Flexoline 


PRODUCT 
Magazine .. 
M 


Spacefinder . 
Trans-Shelf .. 
Visi-Shelf 
Vue-Fax 
Wassell 


FILING SUPPLIES 
Accogrip 

Barkley 

File-A-Sist 

Graffco 

Presto ... 
Verti-Swing 


FOLDING MACHINES 
Conqueror .... 
Fold-O-Matic . 
Pitney-Bowes 


162, 163 


FORMS 


Allied/Egry 

Carbon Business Forms 
Colonial 59 
Hamilton 242 
International 79 
Moore ; 52, 53 
NCR ... . ee 
Rogersnap 270 
Standard 263 
Stevenson & Smith 
Transkrit 


224 
307 


289 


FORMS HOLDERS 


Saunders .. 301 


GIFTS, BUSINESS 
Automated Gift Plan 


INSERTING MACHINES 
Multimatic 
Fitney-Bowes 


INTERCOMS 


. ae 
King- Mester 


KEY CONTROL 
Telkee 212 
LABELS 
Dupli-Snap 
Pee Cee 
Tabulabels 


254 
226 
40 
LAMINATING MACHINES 

Thermo-Fax 33, 34, 35, 36 
Thermofilmer . 257 


LETTERHEADS, HOLIDAY 
Goes 


LETTERING INSTRUMENT 


Varigraph 308 


LOOSE LEAF ACCESSORIES 


Presto 30 


MACHINE STANDS 


6 Maso. 


Tiffany 


132 ENM 


PRODUCT 


MACHINE TIMERS 
Hour Meter 


299 
280 


MACHINE WIRING PANELS 
vPc 


MAIL BAGS 
Security ... 


149 


218 


MAILING BAGS 


Corro-Bags 177 


MARGINAL PUNCHED CHECKS 
Marginsort 


MICR EQUIPMENT, SUPPLIES 
Burroughs 

Carbon Business Forms 
Stevenson & Smith 


MICROFILM EQUIPMENT 
Documat 

Polymicro .... 

Recordak 

Taskmaster 


MOISTENERS 


No-Over-Flo 
Speed-O-Moist 


137, 


NAMEPLATES 
Autographs .. 158 
NUMBERING MACHINES —_ 
235 


OFFSET EQUIPMENT, SUPPLIES 
(Also see Duplicators, Offset) 
ATF 102, 

286 
Columbia 


Copycat . 
Curtis-Young 


2 Ektalith 


Flexoline 
Flip-Top . 
Goodkin 
Magi-Plate 
Mim-E-O 
NuArc 
Rolcor 
Snopake .. 
Sparkle-Lith 
Sure-Rite 
Thermo-Fax 
3M 


. 150 

33, 34, 35, 36 
275 

289 

291 


PAGING SYSTEMS 


Autocall 26 


PAPER CUTTERS 


Triumph ... 2% 


PAPER DRILLS 
Spinnit 208 
PAPER HANDLING COMPOUND 


Sortkwik 220 
Sure-Touch 


PAPER JOGGERS 


Lectrojog 
Syntron 





Only Hammermill 
Graphicopy 


Papers come 


in this sturdy, 


re-usable 
Carton 


You'll find a score of uses for the unique 
Hammermill Graphicopy Paper carton. | 
This carton is designed to be used again 
and again. It is extra strong—yet it opens 
easily without ripping the carton or tear- 
ing your fingernails. Just pull the top to 
open and tuck it in again to close. The 
carton is perfect for deliveries, for filing 
and for storage. 


Here’s the big reason for 
buying Hammermill Gra- | 
phicopy Papers! They're 
made right to run right. ,, 
Get your Graphicopy fj 
“Paper Selection Guide™ | 
from your Hammermill } 
supplier or write Ham- > 
mermill Paper Co., 1463 
East Lake Road, Erie, Pa 
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PRODUCT 
PAPER SHREDDERS 


PAPER TAPE 
Perfection 


PAPERS, CARBONLESS 


PAPERS, COPYING 


Copymaker 
Curtis-Young 
Howard 


PAPERS, DUPLICATING 
Fraser 

Graphicopy 

Howard 

Lavender White 
Mackinac 


PAPERS, INDEX 


Nekoosa 
Wausau 


PAPERS, LEDGER 
Howard 
Nekoosa 
Wausau 


PAPERS, LETTERHEAD 
Ezerase 


Hammermill Bond ........... 


Howard Bond 
Lavender White 
Mackinac Bond 
Nekoosa Bond .. 
Pen-Pac 

Plover Bond . 
Snowland Bond 
Stan-Pak .. 
Wausau Bond . 


PAPERS, ONIONSKIN 
Mackinac 

Nekoosa 

Waylite 


PAPERS, SAFETY 
Bergstrom 


PAPERS, TRANSLUCENT 
Nekoosa 
Patapar 


PARTITIONS 
Workwall 


PENCILS 


Super-Riter 


PRODUCT 


PENS, BALLPOINT 


Handi-Pen 
Noblot ..... 
Office-Riter . 
Super-Riter 


PHOTOCOPIERS 
(See Copying Machines) 
POSTING EQUIPMENT 


PUBLICATIONS 


20 Office Equipment Exporter . 


Systemation 


PUNCHED CARD EQUIPMENT 


265 Burroughs 

Dashew .. : 

Mek-A-Punch | 

PeeCee ...... 

ppewatels ; 
vec 


RECORDS STORAGE BOXES 


REFRIGERATORS 


Astral 
SSS a, Seer 


RIBBON ATTACHMENT 


99 Dupli-Typer 


RIBBON FABRICS 
Textile Cutting ..... 


RIBBONS, INKED 


Allied 

Columbia 
Curtis-Young 
Dura-Fab 

Kee Lox .. 
Madame Butterfly 
Old Town ... 


bad 7 
Storms ...... -. 7 - 
4% 26 


Super Kemlion 
Webster .. 


RIBBON SPOOLS BOUGHT 
Commercial Copies 


SAFES 
Fire-Files 
Joeli 
Schwab 


SALES OPPORTUNITIES 


Box 106! 
SHEET PROTECTORS 


SHELVING 
Erecta-Shelf 


SOAP DISPENSER 
Franklin 


SORTERS 


308 SOUND CONTROL 


Acoustinet 
International 


STAMP AFFIXER 
Mai'ers 


PRODUCT 


STAPLERS 


Arrow 
Bostitch 


STAPLERS, ELECTRIC 


Bates 
Staplex 


STORAGE CABINETS 


STUDY COURSES 
Business Electronics .. 


TABLES 
Howell 


Burroughs 
Dashew 

Tally 
Teletype .... 


TAPES, PAPER 
Perfection 


TAPES, SELF-ADHESIVE 
Scotch 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 


TELETYPEWRITERS 


Teletype 120, 121 


TYPEWRITER PARTS, TOOLS 


Futuristic Galaxie 
Typewriter Sundries ........ ; 


TYPEWRITERS, AUTOMATIC 
Royaltyper 


TYPEWRITERS, ELECTRIC 


Raphael Inner Front Cover 


Royal Outer Back rig 4 
Smith-Corona 4 


TYPEWRITERS, 


TYPEWRITERS, 
Dynacord 
Olympia 


TYPING CARD HOLDER 
Palson 


TYPING CORRECTOR 
Snopake 


UPHOLSTERY 
Coverteer 


XEROGRAPHIC EQUIPMENT 





Cll OPu ane TAPE 
"0. 600 


Don’t miss out on this money saving offer! From September 18, and for six weeks following, you 
get two free rolls of either the 2592 inch or the 1296 inch “Scotch” Brand Transparent Tape when 
you buy ten! Call your “Scotch” Brand Tape supplier now. Offer applies to all standard widths, 
% Y%, ¥% and 1 inch x 2592 inch; % and % inch x 1296 inch transparent rolls. Regular assorting 
privileges. This offer expires October 31, 1961. 


SCOTCH BRAND 


**SCOTCH’* IS A REGISTERED NAME OF SM CO., U.5.4 


3am MINNESOTA MINING E MANUFACTURING CO. 
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ROBERT E. NOLAN (above), Senior Analyst, Expense Controls, 
Aetna Life Insurance Co., Hartford, Conn., tells the 


Experience of a Large Office 
With Standard Time Data 


E USE MCD at Aetna Life and it 


works. I know it is possible to 
save up to 30% of clerical costs 
through its use. Office work measure- 
ment as such, is nothing new to Aetna 
Life. We have been using it in connec- 


MCD, as first described by THE OFFICE in 
July 1958, is a “catalog” of time values which 
measure virtually all office and clerical work not 
involving creative thinking. Values were developed 
from the system of predetermined motion times 
known as Methods-Time Measurement which 
measures production operations and is used by 
some 3500 companies here and abroad. As an 
MTM pioneer, Serge A. Birn Co., Louisville, Ky., 
developed Master Clerical Data which is uni- 
versally applicable. McGraw-Hill Book Co. has 
just published a book on MCD, Measurement 
and Control of Office Costs by Serge A. Birn, 
— M. Crossan and Ralph W. Eastwood, 
$7.50. 


12 


tion with wage incentives for over 30 
years. Until the advent of MCD, we 
used time study which, although slow 
and laborious, in offices of our size, was 
still economical. 

With time study, the engineering time 
required to cover one employee with 
standards is about nine days. If you 
include methods improvements (which 
we do), the time is 13 days. With 
MCD, we do it in two days. We can 
set standards five times faster. 

Our work measurement and wage in- 
centive programs were initiated in 1926 
by Dr. Marion Bills, an industrial psy- 
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chologist. Clerical work measurement 
(and performance control) systems 
vary greatly—from an elaborate and 
costly system using motion picture an- 
alyses down to the simple studies based 
on predetermined time values. The ac- 
curacy of both approaches is virtually 
the same, but MCD costs only a frac- 
tion of the motion picture or stop watch 
approach. 

Until a little over a year ago we set 
all of our standards by time study. We 
could do this because of our size. Our 
analysts were carefully trained in our 
own school. They timed the employee 
and ‘simultaneously rated his perform- 
ance during the operation. This rating 
is a drawback of time study because it 
is subjective and always presents some 
controversy. Employees were rated 
above 100%, 100%, or below 100%, 
depending on their skill and effort dur- 
ing the study. 

In June 1959, Serge A. Birn Co. 
trained our staff of analysts and the of- 
ficer in charge of MCD section, and we 
began to use the system broadly. We 
are using the stop watch less and less 
every day. Personally, the only time I 
will use a watch now is to check ma- 
chine times. Every standard I set is 
with MCD. 

The advantage of MCD is the ease it 
gives to the development of time for- 
mulae and specific sets of standard data. 
A simple example is our time formula 
for key punching a card. All we need 
to establish a key punch machine stand- 
ard is a coded card from the supervisor 
and a copy of the source material. This 
card should be coded as to what op- 
eration occurs in each column. Is 
it skipped, duplicated, numerically 
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punched, alphabetically punched or 
what? We have developed time for- 
mulae for such diversified work as key 
punch, typing (straight copy), typing 
(preprinted forms), filing, sorting, also 
set-up, machine and handling times for 
various types of data processing equip- 
ment. 

There are just a few basic manual 
motions a person can perform in an 
office, no matter what work he or she 
is doing. When you have time values 
for all of these, it doesn’t make any 
difference where the work is being done, 
or what kind of work is done. An of- 
fice supervisor or systems and proced- 
ures man can be readily trained to put 
these basic elements together to com- 
pute a standard for nearly every clerical 
job. No engineering background is 
needed. 

Most standard elements in an office 
are constant. For example, an office 
worker may get up from her chair 100 
times a day. Since we know the time 
required to arise from the chair once, 
we never need time it again. The time 
to get up from the chair is unaffected 
by the reason for getting up. It will 
take the same time to arise if a person 
is going to files, to another office or to 
take a coffee break. Similarly, it takes 
exactly the same time to pick up a pen- 
cil whether it occurs in accounting or 
purchasing—or whether the pencil is a 
pen. It is the same whether the purpose 
of picking it up is to write an invoice or 
make a check mark on a list. 

With MCD the problems of clerical 
work measurement are reduced to one 
main problem: how often does a par- 
ticular element occur during a given 


(Article continues on page 18. 
See tables on pages 14 and 15.) 
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HANDLING BODY MOVEMENTS 


Description ]-Way! 2-Way 

Horizontal Shift-1R/ 18 | 36_] 
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or Care Care ° Sit it 104 | 208 | 

Fold 6 ‘Swing 90° 61 1122 | 
e Vertical Shift 31 62 
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Label 84 Identify 
Bundle Envelopes 163 Move Hand or | 

or Turn Card 


Description 


Master Clerical Data is expressed in Time Measurement Units. There are 100,000 
TMUs in an hour, approximately 1667 in a minute and approximately 28 in a second. 
TMUs X 0.00001 — hours. TMUs X 0.0006 = minutes. TMUs X 0.036 — seconds. 
Serge A. Birn Co. has set time standards for 95% of all clerical operations and all 
types of office machines. (See next page.) 
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FOR OFFICE OPERATIONS 


OPENING & CLOSING PLACING & REMOVING 


Open 
Description Close — 


INSERTING 


LOCATING 
Gen. | Spec. 


-Punch 36 
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ADDING & CALCULATING WRITING (MANUAL) 
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Case Case 


Description 
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Writ 15 
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Description Silent 
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in 


-Multipli 
ner er 7+5D ere vee 


-Multiply-Multiplier 
15+4D+3.5N 


t 


D is number of digits. C is number of columns. 

d is digits in divisor. M is number of digits in 
D means a digit. N is the total sum that the digits multiplicand; m is digits in multiplier; Q is 
in a number add up to. digits in quotient. 

The reader is cautioned against using Master Clerical Data without a full understand- 
ing of its proper application. The foregoing does not include the standards set for all 
office equipment but these are available in the book mentioned in the footnote on page 12. 
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clerical job? This is solved by a brief 
work sampling study or a review of 
available records. Setting up good meth- 
ods is a part of an MCD analysis; mak- 
ing sure they are followed will do the 
rest. 

MCD will save about 20% without 
incentives, and about 30% if you add 
incentives on top of MCD. I mean in- 
dividual incentives based on measure- 
ment which have been used in produc- 
tion work for years. We found that the 
average department without measure- 
ment and without incentives operates at 
about 50% efficiency. Measurement 
plus incentive increased the efficiency 
in departments covered to an average of 
90%, and we share part of the savings 
with employees. 

All clerical work is measurable if 
the rate of production is under the con- 
trol of the person doing the work, if 
there is a relatively continuous supply 


of work, and if the work is governed by 
fairly definite rules. The work covered 
by such rules can be quite complicated, 
as well as varied, but we have had good 
results in measuring it. 


Installed first in our transcribing and 
key punch units, incentives have been 
expanded to cover over 700 employees 
in 24 home office departments and eight 
branch offices for a variety of manual 
operations such as posting, coding, fil- 
ing, mailing, calculating, and machine 
operations such as key punch, offset 
and bookkeeping machines, tabulators, 
sorters, collators, interpreters and re- 
producers. To these 700 employees we 
paid over $250,000 in incentive earn- 
ings in 1959. Average incentive earn- 
ings for fulltime employees amount to 
about $11 a week. We recently in- 
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stalled incentives in a key punch sec- 
tion employing 30 punchers and veri- 
fiers and having a wide variety of 
punching jobs. It took only two weeks 
to set standards for this work using 
MCD. Using the stopwatch technique, 
it would have taken us two months. 

Work measurement is a tool for su- 
pervisors. The benefits derived depend 
on how supervisors utilize the informa- 
tion supplied to them. Because super- 
visors are the ones who actually oper- 
ate the program, it is necessary they be 
sold on its advantages and benefits. At 
the start this was one of the toughest 
problems we faced. Almost every su- 
pervisor honestly thinks he knows what 
a fair day’s work is without measure- 
ment. Be sure supervisors want meas- 
urement in their unit and understand 
the program. The work measurement 
analyst sells the plan, instructs super- 
visors how to use the reports, establishes 
standards and audits existing installa- 
tions. 

Supervisors who have not had ex- 
perience with work measurement or in- 
centive feel that, with its installation, 
the quality of work will go down. They 
think employees will speed up their 
work pace, causing undue errors. Ac- 
tually, there is no speed up because, 
generally, you cannot speed up people 
by any more than 10%. What we 
really do is to get the employee to ap- 
ply herself more continuously to the 
job, by reducing socializing. When em- 
ployees work steadily, fewer errors oc- 
cur. . 

Employees working on incentive feel 
they are working for themselves. They 
tend to seek additional work when a 
job is completed. Figures developed by 
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dont be 


BEWILDERED! 


Use this simple guide & ae 
to the 1678 Combinations 


of HOWARD CUT 
SIZE PAPERS 


You read right! Howard offers 
1678 combinations of weights, col- 
ors, and finishes in cut size papers. 
BONDS ¢ LEDGER e MIMEO e 
DUPLICATOR ¢« OFFSET ¢ COVER 
¢ PRINT PAPER ¢ WHITEPRINT ¢ 
MULTI-PROCESS e You name it. 
Complicated? Not at all with the 
Howard Cut Size Guide. You hear oer apaeenamesipaatey cope 
can get one from many printers, penne da brs pion, sill pu tins 
stationers, paper merchants, or rare 4 


by writing. HOWARD PAPER MILLS 


HOWARD PAPER MILLS A 


DIVISION OF (x) s PAPER ‘ BIS wy (nd ] i 1] Nit a 
DAYTON, OHIO 1 peel BEE 


Howard-made cut size papers 
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makes and sells 


for your 
office needs... 
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' COPYING PAPERS 


CARBON PAPERS for Typewriter, Pencil, Billing, Accounting, Plastic Carbon, Orange and Yellow 
Transfer Carbon, and Carbon Rolls; CARBON COPY SETS; PHOTOCOPY PAPERS—For diffusion 
transfer process; SPIRIT CARBONS; MASTER UNITS; PRINTED MASTER FORMS; DUPLICATOR 
PAPER; HEKTOGRAPH CARBON; ... papers in all weights, sizes and finishes. 


Specialists In: Supplies for Liquid Process Duplicating ¢ Master Units ¢ Spirit Carbon ¢ Printed Masters 
e Copy Paper ¢ Duplicating Fluid ¢ Photocopying Machines ¢ Photocopy Papers & Chemicals and 
Miscellaneous Supplies ¢ Carbon Papers ¢ Inked Ribbons of every Description 

e Also makers of the Famous Copy-Right and Stand-By Copyholders 
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work measurement are a powerful aid 
to good supervision even when no in- 
centive payments are made. But, with 
incentives, we have better paid people 
accomplishing more and better quality 
work. 

We have a net savings of about 
$450,000 annually with 700 employees 
working on bonus. This figure does not 


include the elimination of additional 
space, equipment and fringe benefits 
that would be needed had we not in- 
stalled our plan. Without it, we would 
certainly need more people, larger of- 
fices and more equipment than we have 
today. Savings probably amount to 
about $1000 per employee covered, tak- 
ing all these factors into consideration. 





How a Small Office Uses the 
Same Standard Time Data 


ORVILLE THALER, Treasurer, 


Precision Steel Warehouse, Inc., Franklin Park, III. 


HY DOES A FIRM with only 25 

or so clerical employees try to im- 
prove efficiency and cut costs when the 
possible savings are so small. Well, if 
we only save the costs of 1/2 or two 
office employees (we actually save 
more) it amounts to about $7500 or 
$10,000. The initial cost of achieving 
this saving would be about the same 
figure. But remember, this is a perma- 
nent, annual savings, even if we stand 
still and do not grow, so it is worth it. 


More important, when business in- 
creases or decreases, we know exactly 
what clerical costs will be regardless 
of the picture. We can plan for peaks 
and valleys. Ours is a highly competi- 
tive business. Our president, George C. 
Tinsley, wants to run a tightly con- 
trolled operation so we can give the best 
possible prices to customers. Our phil- 
osophy is to attack excess costs and 
waste of time wherever they may be. 

We have two operations. In Franklin 
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The author 
treme right) and 
the small staff 
whose work he 
describes. 


(ex- 





Park, we have 19 girls in our office, 
eight men at the city sales desk, a senior 
accountant and a credit manager. Of 
the 19 girls, we have five in the sales 
department, one switchboard operator, 
one accounts payable clerk, one cost 
clerk, one personnel clerk, three girls 
in billing (of which one is a trainee), 
four girls in tabulating (of which two 
are trainees). Of the tab girls, two 
work about 90% of the time on per- 
petual inventory which is published 
daily, and run on tab in the early even- 
ing hours. 4, * 

Two years ago I attended an MCD 
Seminar held by the Serge Birn group 
at the Drake Hotel in Chicago. It was 
their first presentation of their concept 
of measuring office and clerical costs 
with Master Clerical Data. I was one 
of those who was very doubtful at the 
start, but I was finally convinced that 
MCD could be utilized in a small office 
as well as a large one. 

We asked Serge A. Birn Co. to look 
at our office procedures. They told us 
that MCD could profitably be adapted 
in our case. We asked them to proceed 
with a study. Its purpose was threefold: 
(1) to save money; (2) to see whether 
we could obtain sales information faster, 
and (3) could we pay an incentive 
bonus based on time standards? 

As this study was being made, our 
girls were very curious and asked in- 
numerable questions. They were very 
helpful in outlining their own work 
when they learned the study might re- 
sult in easier methods and possibly a 
bonus for them. Fortunately they were 
all familiar with incentives since our 
shop employees worked on incentives 
based on MTM. 
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Our pilot installation was for the 
five girls in the tabulating department 
and three in billing. The study was 
completed the first of October, and we 
ran a test during October, November 
and December to see that all standards 
were working properly. We watched 
the efficiency rise. As of January 1, 
1960, we told these girls we would now 
pay them a bonus, based on their out- 
put, at the end of each quarter. 

During the first three months of 1960 
our shipments increased approximately 
15% over the like period of 1959, both 
in number and dollar volume. Yet, we 
reduced our overtime in our tab and 
billing departments by 28.2%. This 
15% increase in paperwork was ac- 
complished with no additional person- 
nel. 

During April and May 1960, our 
workload increased 6.4% over April 
and May, 1959. April is the start of 
our vacation season, and we put in con- 
siderable overtime in 1959. In 1960, 
our overtime was 84.4% less than 1959. 
In 1960, we increased the work in our 
tab department by producing more re- 
ports and different types of reports for 
the sales department. 

As with many companies, during the 
last quarter our business volume 
dropped some 20%. Our MCD reports 
showed us at once that we had one sur- 
plus girl in billing and one surplus girl 
on inventory. Two girls who were leav- 
ing anyway were not replaced and the 
work redistributed, saving an additional 
$8000 per year. Normally we would 
not have detected for months that we 
were overstaffed. 

Our girls received an incentive bonus 
for the first three months of 1960 aver- 
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If you still mark, stamp, number, 
code, imprint, endorse by hand — 
you're wasting workers’ time, upping 
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jobs in a fraction of the time of an 
interested girl working by hand. (And 
find a girl interested in such jobs!) /A 
Tickometer also counts so accurately 
that banks trust it to count currency. 
With an attachment, it signs checks. / 
It can do a variety of jobs for many 
people. Adds work capacity, saves time, 
frees office people for more productive 
jobs. / Buy one or lease one. Service 
available all over the lot, from 320 
points. / Ask any Pitney-Bowes office 
for a demonstration in your office, no 
obligation. Or send coupon below for 
free illustrated booklet. 


PITNEY-BoweEs, INc. 
3445 Walnut Street 
Stamford, Conn. 


Send Tickometer booklet and case 
studies. 
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“Beautiful 


EVERY TIME...WHETHER YOU USE OFFSET, 
LETTERPRESS, MIMEO, OR FLUID 
DUPLICATING... WAUSAU OFFICE PAPERS 
MEET ALL YOUR BUSINESS REQUIREMENTS 





These are the papers made specifically for use on office reproduction 
equipment to assure the best impressions. Wausau Office Papers are 
“made with extra care" from virgin fibers and with especially treated 
surfaces to produce clean, sharp, easy-to-read results. You'll like the 
way they lie flat, feed smoothly, handle easily . . . choice of bright white 
and a full range of brilliant colors. Precut and ream-wrapped 

for your convenience as shown at right 


precision cut to 8% x 11 and 8% x 14 sizes... 
made exclusively with Magnefite Processed Fibers 


for better sheet formation, greater opacity, extra strength, and finer 
over-all reproduction characteristics. (Wausau'’s Magnefite tower shown 
at right.) Look at this wide selection of Wausau Office Papers for you: 


WAUSAU BOND - EXACT BOND WAUSAU INDEX 
WAUSAU OPAQUE OFFSET WAUSAU MIMEO BOND 
WAUSAU TEXT EXACT MIMEO BOND 

WAUSAU LEDGER WAUSAU DUPLICATOR 

EXACT LEDGER EXACT DUPLICATOR 


Write us on your letterhead today for samples and specifications 

of the type office paper you need. Tell us of any special duplicating 
problems you may have, see if there isn’t a Wausau office paper to 

help you solve it faster, better—with beautiful reproduction every time! 
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aging 12% of their pay for the quarter. 
Two of the girls received 15%. This 
seems rather high but, believe me, these 
girls really worked! They cut their 
overtime and their absenteeism — only 
two workers took time off for illness in 
the three-month period. The girls found 
that they did not need nearly as much 
Overtime to get urgent work completed 
as they needed previously. Cooperation 
between employees increased. They 
looked for additional work to do. Now 
the girls tell us if we have a shirker. 

We do not have a true picture of 
what our performance efficiency was 
within the office before MCD. It is 
estimated we were as low as 60% in 
billing. In setting up our standards we 
figured that efficiency should be 85%. 
Our latest calculation shows we are 
working at 106%. During the current 


quarter we are paying 102% bonus 
for 42% more work. 

We are testing an MCD based incen- 
tive program for two file girls, the girl 
who figures the incentive bonus, and 
two general clerks. This will leave only 
three stenos and secretaries without in- 
centive measurements and we will take 
steps to cover their work, too. 

In our accounting department we 
have a complete integrated data process- 
ing system similar to an assembly line 
in the plant. A successful assembly line 
increases output. All that is needed to 
further increase it is an accelerator such 
as MCD. It used to take our account- 
ing department until the 20th and 25th 
of the month to reconcile all bank 
statements. We now key punch our 
cancelled checks and obtain bank recon- 
ciliations before the 10th of the month. 
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@ Speeds internal communications 
@ Locates people without delay 


© Communicates distinctly, confidentially 
without distracting others 

@ Reduces switchboard tie-ups 

@ Pleases customers by eliminating 
waiting time... 

® Cuts production delays. 


Maintenance is negligible and your initial 
cost is only a fraction of that of other types 
of systems. Right now you can gain sub- 
stantial extra savings by trading in an old 
system on a modern new “800” Series 
Paging Central. New Autocall Paging Book- 
let gives you all the money-saving facts. 
Write for your copy. 


flutocall 


THE GREAT TIME SAVER 


THE AUTOCALL COMPANY ¢ SHELBY 3, OHIO © SALES OFFICES IN PRINCIPAL CITIES 
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DATA PROCESSING TAPES 
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FOR 


ALL PUNCHED TAPE NEEDS 


There are many data processing tapes on the market today, 

all with certain characteristics. But when you want the brand 

that combines ALL the good features of ALL of them, and 

the one that assures unexcelled performance from your 

machines—then specify PERFECTION. 

Perforator and Computer Tapes « Single Copy Printer Papers 
Multi-Copy Printer Papers 
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For Neat, Convenient 


Storage of Records... 
insist on Royal Vernon 


RP-073 3 INCH PARALLEL PRONG RING BINDER 


Tough pyroxylin-coated Buckram | 


| Kansas City, Mo., 


hard cover laughs at wear and 


looks good too! Heavy precision- 


machined, double positon lever | 


. first position for working 
makes sheets lie flat. Second 
position opens rings fully for 
sheet changes. Ideal for storage 
and continued use of catalogs, 
manuals and bulky material. 


Size 11x82 —3 rings 


Slate-blue canvas, hard cover 
resists wear and constant 
abuse. Exclusive spring ac- 
tion post clamps hold sheets 
securely. Loading and un- 
loading is quick and easy. No 








outside studs to mar desk or 
table. Holds up to 2 inches 
of material (also available in 
4 inch depth No. RBM 44). 
Size 11x82, two posts. 


See your stationer or write us today 
for complete information. 


ST., NEW YORK 7, N. Y.| 
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: Machine Cafeteria 


In a New York Office 


FOOD VENDING service has 
been installed at Dominick & 
Dominick, Inc., New York stock bro- 
kerage firm, by Schrafft’s restaurants. 
This is the first installation for Frank 


_G. Shattuck Co., owner of Schrafft’s, 


which worked closely with Vendo Co., 
vending equipment 
manufacturer. 

Approximately 450 persons a day 
are served by the installation, which 
operates virtually on a 24-hour basis. 
Machines offer daily three hot entrees, 
six kinds of sandwiches, soups, salads, 
desserts, coffee, soft drinks and milk. 
Food is the same quality served in 
Schrafft’s restaurants, although less ex- 
pensive. 

Dominick & Dominick considered 
installing a conventional cafeteria, but 


| found the cost of equipment, vents and 
| extra air conditioning to be prohibitive, 
Avery Rockefeller, partner in the firm, 
reports. Vending equipment purchased 


| Nine Vendo Co. machines offer Schrafft’s 
hot dishes, salads, pastries, ice cream, 
candy, beverages, and also cigarettes. 
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USE THE NEW 
DENOMINATOR. 


MULTIPLE-TALLY 


Made 0 
and save up fo 50% time meet your needs 


12 Unit 2 Step—only 10°x6” 
on anything you sort-count 
Stop using this mark 7K 7K ..it's obsolete! Get far 
more accurate results in half the time with the new 
low-cost DENOMINATOR MULTIPLE-TALLY! It's 
loaded with new features — years ahead in styling. 
Compact ...simple to use... all-metal construction. 
Write Dept. 0-61. 








The DENOMINATOR COMPANY, Inc. 


261 BROADWAY, NEW YORK 7, N. Y. Pt-}-1.. 


Manufacturers of Tabulating Machines for over 45 years 


For More Information Circle No. 270 
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it’s. an open-shelf file! 
it’s a record transfer unit! 
it’s an inactive records file! 


















































None of the vending equip- 
ment is visible from the din- 
ing area at Dominick & 
Dominick, Inc., New York. 
Room seats 100 and can be 
used for a meeting without 
interfering with operation of 
vending machines. 


for their installation cost $11-12,000, additional for running a vent to the 
while estimates of the cost of setting roof of the tall building in which the 
up a cafeteria to serve 500 persons offices are located. 

were $40,000, with a possible $40,000 Schrafft’s supplies products from its 











The NEW COMPETITIVE 14 seERIES 
rao ae 


Modular in appearance, the 14 
Series is a new line of completely 
assembled office furniture. Ex- 
terior is select flat cut walnut. 
Metal trim and pulls in brushed 
aluminum or brushed brass finish. 
LITERATURE ON REQUEST 


THE JASPER DESK CO. 
JASPER, INDIANA 


For More Information Circle No. 398 
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Hostess-manager Bertha Lenke and Harold 
D. Shattuck, Schrafft vice president. 


central plant and offers approximately 
200 different menu items, rotated daily. 
All containers and flatware are throw- 
away products. Salads and entrees are 
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served in plastic containers and plates. 
Entrees are delivered frozen in portable 
containers. At the installation they are 
put into high temperature boxes and 
then into the venders where they are 
brought up to serving temperatures. 
Salads, sandwich mixtures and desserts 
are also brought in to be prepared as 
needed. 

Nine coin operated venders are in- 
cluded in the operation: one selling hot 
foods; one selling cold foods; one sell- 
ing hot and cold foods. Items are 
visible in display panels, and different 
items are sold at different prices from 
the same cabinet. 

Thermal controls hold foods at con- 
stant temperatures, around 38°F for 
cold items and 165°F for hot entrees 
and desserts. Customers insert proper 


Silent screen star Creighton Hale 


For More Information Circle No. 220— > 








I FROM “THERMO-FAX” 


BUSINESS MACHINES 


, . & Y — 


BOND-WEIGHT 


FOR AS LITTLE AS 


SEE HOW . CAN MAKE THEM IN SECONDS .. . 








Make up to 25 


of routine office 
paperwork faster...eas/er... 
for as little as a copy 


— a 
z ‘ “? > y wwf } = my, 
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SYSTEMS PAPERS 


Now you can quickly distribute outgoing bulletins and 
letters . . . make top-quality copies of drawings, 
diagrams and reports on permanent, low-cost white 
‘“‘Thermo-Fax’’ Systems Papers. No more fussing with 
blurry carbons, messy inks or chemicals. No more 
time wasted erasing and re-typing multiple 

mistakes on the copies... no 

more typing new carbons 

when more copies are 

needed. ‘‘Thermo-Fax’’ 

Systems Papers let you make = 

up to 25 copies electrically... 2% 

and every copy is sharper, 

brighter, on white bond-weight 

paper, and at a lower cost than 

ever before! 





' THE NAL Use the pink ‘“‘Thermo-Fax’’ 

. Spates Paper just as you would any other office stationery. Write, 
type or print on it. It erases easily and is perfectly dry and clean. Use 
it for financial reports, letters, invoices, price changes . . . whenever 
multiple outgoing copies are needed. 


AKE M ES Then use the all-electric ‘‘Thermo- 
Fax’”’ Senin Machine to make 5, 10, or up to 25 white Systems 
Paper copies directly from the pink original. Every copy is a quality 
copy ...clean, white, heavy and strong... yet, it costs as little as 2¢ 
a copy! Ready to use in only 4 seconds, too. 
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Please send me complete information about the new cost- 
cutting ‘“‘Thermo-Fax’’ Systems Papers. 


NAME 
COMPANY 
ADDRESS 


CITY ZONE STATE 


1) Check if you now own a ‘‘Thermo-Fax’’ Copying Machine 








Every new paperwork problem solved 
by the research laboratories of 
Minnesota Mining and 

Manufacturing Company 

means another cost-saving 

dividend for you. The 

versatile ‘‘Thermo-Fax’”’ 


| —_ Copying Machine continues 
+ to do more new jobs... making 
, paperwork flow easier and faster in 
businesses all over the country. The new 
Systems Paper copies are another of many 
reasons why you should use a ‘‘Thermo-Fax”’ 


Copying Machine to DO MORE JOBS! MAIL THIS 
POSTAGE-PAID CARD TODAY! 


_digneite Mitwinc ano ()ffanuractrurine company 
—— PAUL 6. MINNESOTA ...- WHERE RESEARCH IS THE KEY TO TOMORROW 


% 
‘ A THE TERM “THERMO-FAX A REGISTERED TRADEMARK OF 3M COMPANY 
ba G 

> << 





First Class 
Permit No. 25 
St. Paul, Minn. 











Postage Will Be Paid By— 


MINNESOTA MINING AND 
MANUFACTURING COMPANY 

DEPT. DBY - 101SP 

ST. PAUL 6, MINNESOTA 


TF-OISP (4117.5) 
| 





coins — prices are posted beside the 
items — since these venders do not 
make change. 

There also is one ice cream vender 
(three selections, makes change); one 
fresh brew coffee vender (five selec- 
tions from black to double cream and 
sugar). Quarter-pound cans of vacuum- 
packed coffee are automatically punc- 
tured and hot water forced through 
under pressure within vender. Fresh 
cream and sugar are added by push- 
button selection. This vender also 
makes change. One soft drink vender 
(three selections, makes change); one 
milk vender (three selections, milk in 
cartons, milk, chocolate milk and sea- 
sonal selections, makes change); one 
cigarette vender (selection, does not 
make change); one candy vender (se- 
lection, no change). 

A woman attendant is on duty for 


an eight-hour shift to help customers, 
see that the venders are properly serv- 


Condiment stand also contains throw- 
away plastic utensils. 
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As necessary as 
a typewriter? 


W-e-l-1... No. 


Perhaps the ASTRAL portable refrigera- 
tor is not as necessary to the well equipped 
office as a typewriter. 

But more and more progressive business 
firms are discovering that an ASTRAL in the 
office can be as much an asset as any other 
piece of business equipment. 

Office entertaining, often necessary, can 
become awkward and cumbersome. An 
ASTRAL makes it easy, pleasant and natural. 

The convenience of portable refrigera- 
tion, offering refreshing soft drinks and fruits 
makes any executive's day more pleasant— 
and more productive. 

And firms with ASTRAL refrigeration 
available to the general office, find a boost 
in employee morale—and a saving in time 
away from the desk during refreshment 
breaks, 

To learn how an ASTRAL can fit into 
your office life write Dept. O-10. 


MORPHY RICHARDS 


| 232 S. VAN BRUNT STREET, ENGLEWOOD, N. J. 
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AVOID 


ERRORS 


| snack period are serviced from this 


PROVIDES POSITIVE 
FINGERTIP CONTACT 


Just a touch of your fingers 
to the new and improved 
Rite-Line SURE-TOUCH fin- 
ger moistener makes han- 
dling of papers, sorting of 
checks and counting of 
money, quick and sure. 
Will also improve your 
grip in golf, tennis and 
bowling. No grease, no odor, no stains. 
Will be available through your stationer, 
only 50 cents. In the meantime send for 


trial offer. 
RITE-LINE 


SureSfouch 


RITE-LINE CORPORATION DEPT. SC-110 
4209 39th St., N.W. Washington 16, D.C 





Enclosed please find $1.00 for two trial boxes 
of SURE-TOUCH. 


Nome 





Street 





City Zone State 


Name of Stationer 





Ghee eee ee ee ee we ee 
For More Information Circle No. 423 
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iced, keep the area tidy and make 
minor repairs. Including those prepar- 
ing food, the installation has three full- 
time and one part-time employees. 
About 350 persons, on an average, 
eat noon meals at this facility. In addi- 
tion, the coffee break and an afternoon 


area. For staff members working late, 
there is an evening supper service. 

The dining room is divided into three 
sections: a small kitchen, vending area 
and dining space. The kitchen con- 
tains a refrigerator and freezer, eight- 
burner range, sandwich table, sink, 
work table, shelving unit, garbage can 
and space for portable carriers. 

The vending equipment is a straight 
line arrangement immediately in front 
of the kitchen, with the exception of 
the candy and cigarette venders which 
are combined with a tray stand facing 
the entrance corridor. A watercooler 
and condiment shelves are part of the 
installation. 

A wall separates the vending and 
dining area which seats approximately 
80 persons. This space may be turned 
into a meeting room for approximately 
103 persons and allows continued ac- 
cess to the vending equipment while 
a meeting is in progress. 











RIBBONS 


for the 
1403 Chain Printer 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38, N. Y. 
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Another Achievement from Monroe 


nV Coys ley Dal: 


GENERAL OFFICES: ORANGE, NEW JERSEY, A DIVISION OF LITTON INDUSTRIES + SALES AND SERVICE THROUGHOUT THE WORLD. 
For More Information Circle No. 266 
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*-L-E°-T°T-E-R°S- 
More on Morality 
Sir: 

Business morality does not change; 
people change. We always have had the 
immoral person and apparently always 
will. Those who have larceny in their 
hearts are always looking for the fast 
buck, the discount deal, the under-the- 
table handout. In our business, we have 


found those who indulge in such practices 
are short-lived. Time catches up with 
those on both sides of the bargaining 
desk. Such practices will continue so long 
as there are human beings—MAURY G. 
FADELL, Fadell Personnel Service, Gary, 
Ind. 


Sir: 

I have not noticed any decline in busi- 
ness morality. There have been very few 
instances when a salesman has attempted 

to get our busi- 





AVERY TABULABELS TS 


soon AN SRO RR RR oma 


ness by suggestion 
of bribes, kick- 
backs, etc., over 
some 25 years 
which I have 
served as purchas- 
ing agent here. Ed- 


| The original self-adhesive, pin-feed labels for data pro- 


cessing use. 1. Self-adhesive — four times easier to 
apply. 2. Precision die-cuts — just peel and press in 
place. 3. Pure white, smudge-proof stock — looks 
better, never smears. 4. Clean punched pin-feed holes 
—no “confetti”. 5. No bent edges or “dog-ears”. For 
addressing, filing, coding and countless other uses. 


Se 


ucational purchas- 
ing agents have 
high standards. 
—HAROLD 
MUTISPAUGH, 
Rollins College, 
Winter Park, Fla. 


WRITE TODAY FOR FREE SAMPLES 


Avery Label Company —A Division 
of Avery Adhesive Products, Inc. 
S. California Ave., Monrovia, California 


Forms Manual 
Sir: 

Congratu- 
lations! I have just 
finished reading 
“The Manual of 
Business Forms,” 
by Wallace B. Sa- 
dauskas. It’s just 
unbelievable. All 
the information 
one could hope 
for is neatly com- 
piled into a 
“treasure chest” 
of pages that will 
remain in my ref- 
erence library for 
years to come.— 
G. R. MILNE, 
(a) American - Stand- 

ard Plumbing & 

Heating Div., Cin- 
cinnati. 
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IS IS FOR YOU 
If you enjoy a flair 
for modern styling, 
the H-O-N~ Million 
Line offers modular 
versatility at moder- 
ate cost. Efficient, 
good-looking work 
centers can be con- 
structed in dozens 
of arrangements. 
Wide color choice. 


lf you 
practice 


BUDA 


enc 





THIS IS FOR YOU 


Today’s good con- 
ventional steel desk 
value is the H-O-N 
Convaire. Honeycomb 
core tops are light 
and strong. Good 
range of executive 
and secretarial mod- 
els, plus matching 
tables. Available 
with typing exten- 
sion, as shown. 


Budgetry is the practice of wisely correlating spending to a 

budget limit. The trick is to get price without sacrificing 
quality. {| H-O-N shipments, month after month, demonstrate that busi- 
ness is outfitting its offices with the dependable quality and good 
appearance of H-O-N furniture and equipment. The reason, we believe, 
is that H-O-N is compatible with the trend in today’s purchasing prac- 
tices. Thus, many alert corporations have standardized on H-O-N 
products to effect considerable savings — with no sacrifice in per- 
formance or appearance. {] Write to us for literature and prices, or 
see your dealer. 


THE H-O-N CO., MUSCATINE, IOWA 


For More Information Circle No. 294 
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It's the Compact . . . compact in appearance and in fact. And notice.. ... the compactness is between the 
keyboard and the carriage. All the dead air space has been engineered out. But the important work areas 
are set up the same as in other electrics. The carriage is a full 12 inches and the return is electric—auto- 
matic. The keyboard, too, is full size (and with new features). This is the whole idea — compactness. This 
is American engineered compactness — a more efficient product to do the job and so a more efficient price 
—$249*. Available in three decorator colors and all the crisp type styles you'll ever need, See the Compact 


today. Call your local Smith-Corona Marchant representative, or mail coupon on opposite page. *Plus tax 
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PAPERWORK MANAGEMENT by H. John 
Ross. Office Research Institute, Box 744, | 


South Miami 43, Fla., 349 pp., $20. 


How to cut costs in management of 
paperwork through techniques, forms, pro- 
cedures and job descriptions which reduce 
and control clerical work. Special sections 
are devoted to files management, forms 
control, instructions control, correspond- 
ence management, reports control and 
protecting vital records. The what, why 
and how of records management is dis- 
cussed in detail, with complete informa- 


tion on how to start the program, how | 
to “sell” top management, how to install | 


a records retention program and set up 
a records center. The book is thoroughly 
indexed and fully illustrated. The author, 
who has managed the systems and pro- 


cedures department of one of our largest | 
talking | 
about, and says it without resorting to an | 


corporations, knows what he’s 


encyclopedic or textbook style. 


REFERENCE MANUAL FOR OFFICE 
EMPLOYEES by Lenna A. Larsen & 
Appolionia M. Koebele. South-Western 
Publishing Co., 5101 Madison Road, Cin- 
cinnati 27, 149 pp., $1.20. 

Tips on typing, letter méchanics, tabu- 
lating, grammar, punctuation, spelling, 
word division; mail, telephone and tele- 
gram information; business meetings; legal 
work; manuscripts and_ bibliographies; 
sources of information, etc. 


EXPLORATION IN MANAGEMENT by 
Wilfred Brown. John Wiley & Sons, 440 


Fourth Ave., New York 16, 326 pp., $6. 
The concepts and methods of organiza- | 


tion and management at Glacier Metal 
Co. Ltd., English manufacturer employing 
3600 persons. Mr. Brown, chairman of 


the board, discusses his approach to or- | 


ganizational ideas and his concepts of 


organization as it is believed to exist in | 
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Big Brother to the Compact! 
All-new Smith-Corona 400 


= Push-button ribbon control selects 
rev-V dole} aime) am i-| ol atoms alo) olevalmint-ie-lanan 2 
(Erasure ribbon optional.) 


= Push-button word control... . pro= 
vides normal, half and expanded 
spacing ...even right-hand margins. 


= Push-button Copymatic impres- 
sion control assures perfect origi- 
nals, crisper carbons. 


= Automatic paper injector simpli- 
aL -cMme [Ul Cel Qu abr Tatekrol hamar-lalelitat-amen 
every page... perfect margins. 


Smith-Corona Marchant Inc. 
410 Park Avenue, New York 22, N. Y. 


Please send me more information on 
() The 200 Compact (0 The 400 


0 ‘50 Checkpoints To Help Improve Your 
Office and Personnel Efficiency” 





Company 


Address 





City | ed 


io | 


__Zone_— 


SMITH -CORONA MARCHANT 


eT 
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LIGHT TABLES § : 


BUILT RIGHT- ;” 
: PRICED RIGHT! 


Nsapsenneeinlnttar tines 


All nuArc tables feature: highly polished, 
chromed, machined steel straight edges on all 
sides, adjustable; ceramic glass top; softly dif- 
fused fluorescent light; silver hammerloid 
baked enamel finish. Shipped completely set- 
up, (no crating charges) ready to be used. 
vote ne AS com- Peas 
Pi SulletinaatTO. ra x2” 
30” x 40” 


36” x 50” 
42” x 62” 


COMPANY, INC. 


4110 West Grand Ave. 
Chieago 51, Ill. 


SALES AND SERVICE: NEW YORK * LOS ANGELES 


COMPANY,INC. 


4110 W. GRAND AVE, © CHICAGO 51, ILLINOIS 
For More Information Circle No. 328 
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| practice — in business. 
| organizational device is often misunder- 





industry. His review is divided into 
structure, policy, specialists’ work and the 
gap at the bottom of the executive system. 


ORBEN’S CURRENT COMEDY by Robert 
Orben. Orben Publications, 111 E. Car- 
poner St., Valley Stream, N. Y., 60 pp., 


Includes one-line gags, bits of business, 
sight gags, parodies, etc. for use in com- 
pany letters or house organs as fillers. 


BLUE BOOK OF AUTOMATIC MER- 
CHANDISING. National Automatic Mer- 
chandising Assn., 7 S. Dearborn St., Chi- 
cago 3, 214 pp., $3. 

Successor to the annual directory pub- 
lished since 1954, this lists vending ma- 
chine manufacturers, vendible product 
suppliers, manufacturers of component 
parts and services, and operating com- 
panies that are NAMA members. In- 
cludes comprehensive information about 
the types of products manufactured or 
supplied and gives the names of key com- 
pany executives. Each listing indexed 
according to product. 


STAFF IN ORGANIZATION by Ernest Dale 
& Lyndall F. Urwick. McGraw-Hill Book 
Co., 7330 West 42nd St., New York 36, 

248 pp., $6. 
Examines the use of the general staff 
concept — highly developed in military 

Explains why this 


stood and how, properly applied, it can 
lessen the workload on top management. 


COST REDUCTION GUIDE FOR MANU- 
FACTURING MANAGEMENT by H. 
Clifton Morse & E. E. Wyatt. Wyatt & 
Morse, Inc., 332 S. Michigan Ave., Chi- 
cago 4, $18. 


Shows how cost reduction is waste pre- 


| vention, operation analysis and a feed-in 


of new ideas. Suggests proper organization 
of a cost reduction program: involve as 


many employees as possible; make one 
| person responsible; keep program simple; 


watch expenses; set goals; conduct cost 
reduction seminars; measure and control 
performance; issue monthly progress re- 
ports. 
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a Magic Matrix GIVES YOU EXTRA 


COPIES FOR LESS THAN 1° EACH! 


Verifax Bantam Copier, Model A, Only $99.50—other models to $425 


Exclusive Kodak Verifax Copying Feature 
cuts office copying costs up to 50% 


Why pay first-copy price for each extra 
copy you need? With a Kodak Verifax 
Copier you turn out extra copies from the 
same Magic Matrix used for the first copy. 
See how this adds up to big savings in any 
office where extra copies are needed to 
keep everyone posted. 

Cost of the first Verifax copy including 
Magic Matrix is about 9¢. Each extra 
copy made from this matrix (and you can 
get at least four) costs less than 1¢. And these 
‘Verifax copies are dry, complete, easy-to- 


[erifax’ Copying 


DOES MORE... COSTS LESS . . . MISSES NOTHING 


read . 
for yourself, 


. on bond-type paper. But see 


Prices quoted are manufacturer’ s 
suggested prices and subject to change without notice. 


***** MAIL COUPON TODAY 
Eastman Kodak Company 
Business Photo Methods Dept. 
Rochester 4, N. Y. 

Send free booklet on short cuts and savings 
with Verifax copying. 
(_] Check if you have a Verifax Copier. 


213-10 


Name. 





Company 





Street 





City Zone State 
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You don’t } 
need an = 


endless variety of © 
papers 


When you 
standardize on 


~ 


MAC KI NAC 
7 BUSIN ESS PAPERS 


you 


simplify production... speed delivery. i 


The MACKINAC line 
consists of: 


MACKINAC BOND 
MACKINAC DUPLICATOR 
MACKINAC MANIFOLD 
MACKINAC MIMEO 
MACKINAC OFFSET 
MACKINAC OPAQUE 
MACKINAC VELLUM 


Each grade in the MACKINAC line is specifically 
designed for the job expected of it. MACKINAC 
papers do the job better, faster, easier and more 
efficiently. They are precision cut at the mill to 
sizes 814 x 11 and 814 x 14. Choice of white and 
six bright colors in all grades except VELLUM, 
which is made in white only. 


Fiddle 


> 


PAPER COMPANY 


General Sales Offices: 20 N. WACKER DRIVE, CHICAGO 6, ILLINOIS 


MILL AT ALPENA, MICHIGAN 
For More Information Circle No. 300 
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Ss A.V E: 


SPACE — MONEY — WORK 


SUBAREA 8 Mee ae 


ii 


2 BUD 


FILING SYSTEMS 
COMBINE ALL THE ADVANTAGES 


ae Vt OF 
a8 SUSPENDED 4s 




















FOLDERS IN ask 3 5 : 


DRAWERS 
AND 


SPACE 
SAVING 
SHELF 
FILING 


BUILD PRESTIGE WITH LIVING FILING 
WRITE 


R. P. GILLOTTE COMPANY 


1222 SUMTER STREET 
COLUMBIA, SOUTH CAROLINA 


For More Information Circle No. 323 
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TWO NEW AUTOMATIC 
COLLATORS BY THOMAS 


New 50-Station Collator 


Offers more features at a lower price than any 
other high volume collator on the market. 


@ Accurately collates, counts and staggers 25,000 
sheets per hour...stitches at a slightly lower rate 


@ Exclusive push button programmer permits dif- 
ferent collating jobs to be run at the same time 


@ Occupies only 172 square feet of floor space 
@ Loads in less than 7 minutes...no vacuum sys- 
tems or fans to adjust, no need to compensate 


for weights or finishes of stock 


@ Handles sheet sizes from 7” x 8” to 11” x 14” in 
almost every weight and finish 


@ Foolproof miss and double detector stops ma- 


chine instantly, preventing errors in finished sets 


a product of Thomas Collator Industries, Inc. 
a subsidiary of Thomas Collators Inc. |} 


For More Infermatien Cirele No. 433 
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New 12-Station Collator 


Provides fully automatic collating without the 
penalty of high price or space waste. 


@ Automatically collates, counts, crisscrosses or 
staples 6000 sheets per hour, regardless of the 
number of sheets per set 


@ All 12 stations can be loaded in a minute. No ad- 
justments necessary for weight or finish of stock 


@ Each station will handle approximately % ream 
of 3” x 5” to 11” x 14” stock in most weights and 
finishes : 


@ Any station can be eliminated simply, easily... 
at the flick of a lever 


@ Automatic miss and double detectors stop machine 
instantly... provide positive accuracy 


@ Takes only 2% square feet of floor space... only 
44” high 


For complete information on the many ways you 
can speed up your collating operation and substan- 
tially reduce costs with either of these two new 
collators, write today to Dept. B34. 


Thomas Collators Inc. 


World’s Leading Manufacturer of Collating Equipment 
100 Church Street, New York 7, N. Y. 


For More Information Circle No. 440 
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THE WORLD’S MOST 
VERSATILE LOOSELEAF 


BUILD YOUR OWN NOTE- 
BOOK — CHOOSE COVER, 
BINDEMATIC, AND PAPER 


Bindematic’s wide choice of styles 
. Sizes... and colors . 
you build notebook to any speci- 
fication. Saves you inventory. 
When covers become worn. . . 
they can be replaced easily . . . 
inexpensively. Retain your Binde- 
matic Backbone and you can have 
a new notebook at so little cost. 
NEAT, SPACE SAVING . . 
NO EXPENSIVE BINDING 
MACHINES REQUIRED 


°* lets 


USE BINDEMATIC’S LIGHT 
TOUCH EVERYWHERE RING 
BINDERS ARE NEEDED 


Now! A multi-ring binder you 
can afford. Bindematic’s 19 strong 
tapered rings open and close at a 
touch . . . allowing you to remove 
covers and inserts instantly with- 
out a snag or tear. Paper can be 
locked evenly . . . neatly in place 
. Stays that way. 


ANODIZED ALUMINUM 
BACKBONE 


First of its kind in the industry. 
Bindematic’s attractive, light- 
weight anodized aluminum back- 
bone comes in many exciting 
colors. Weighs only 1/4; as much 
as standard notebooks. Reduces 
mailing, shipping and handling 
costs. You can imprint your 
company name, department, any 
message you prefer. 


SO MANY APPLICATIONS 


Catalogs 
Invoices 

Tax Records Se 
Sales Reports 
Brochures 
Flow Charts 
Statistical 
100’s More 


WRITE TODAY... 
FOR OUR NEW CATALOG 


FOR NAME OF NEAREST 








BINDEMATIC FNEAREST | Cy) 





1500 W. Third Ave. 
Columbus, Ohio 





Circle No. 211 














No binding machine required 
































NEW CONCEPT IN: 
@ APPEARANCE @ PORTABILITY @ RETRACTABILITY @ DESIGN 
@ AND VALUE 


NEW! 
MODEL 
6002 


New Concept In: 
STRENGTH & RIGIDITY 
MACHINE SAFETY 
OPERATOR COMFORT 
RETRACT-A-BILITY 
PORTABILITY 
STAY-BILITY 





MULTI-PURPOSE UTILITY TABLE. 
Heavy steel construction. Top 30” 
VIBRATION-FREE RIGIDITY. wide, 181,” deep; undercoated 
Square, tubular legs. Adjust- for sound-vibration abatement. 
able, one piece, open top Tray inverted, becomes shelf. 2 2” 


_ . . hoise-escape hatch. rubber casters, two with brakes, 





Write for NEW °6) Catalog 


@ TIFFANY’ STAND CO. 


7350 FORSYTH «+ ST.LOUIS 5, MO. 


For More tntormation Circle No. 313 
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SADA 


-. 
exp uplicating 


Sada Sprint 

This unique spirit duplicator repr 

any typescript, manuscript or drawing in 
one or more colors 


Sada Replic 

Compact in di i but full-size in 
results, this modern stencil duplicator 
is hand or electrically operated 


Sada Reporter 
This electrically-operated automatic sten- 


cil duplicator has exclusive money-saving 
features 








Sada Sprint 
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Sada Reporter 


| 


S.p.A. Duplicatori ed Affini 
Milano 


Milano (Italy) - corso Europa, 12 
tel. 780.913/915/917 
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your complete line 
money-makers: 


itemizing cash registers 
adding machines e safes 


Here is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding ma- 
chines means: PROFITS, 
PROFITS and more 
PROFITS! 
Fascinating, jet-aged 
models meet every de- 
mand of today’s and to- 
morrow’s business- build- 
ers. Choice of electric, 
hand, 10-key or full-key- 
board. 


Send today for informa- 
tion and literature. 


Move fast — it’s profit- 
able! 


JOELI fireproof safes, of 
revolutionary new design, 
sweep the world with fan- 
tastic sales success. Several 
sizes and models available. 


in Canada: Regna Cash Registers of 
Canada Lt 
704 Notre Dame St., W. Montreal, —_ 
OUTSIDE CONTINENTAL U.S 
Jorgen S. Lien, Box 522, Bergen, Norway 


It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 
Mail it NOW! 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please rush more information on the complete line of REGNA 
cash registers, REGNA adding machines, Joeli fireproof safes, 
and outline advantages of becoming an independent Regna- 
Joeli Dealer. 


PREIS cx s065ss 
ys Sa 
ZONE .... 
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THIS TRADE MARK STANDS FOR 


Precis ton 























SPECIALIZING IN 


Cutting and Edging Typewriter Ribbon Fabrics 


Catton and Silk Viylon Fused 


WIDTHS ACCURATE @ ALL WORK GUARANTEED 


a 


PROMPT SERVICE 


PERT CUTTING CORP. 


178 FIFTH AVENUE, HAWTHORNE, NEW JERSEY 
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ng at the same time! 


New Royaltyper™ turns out personalized form letters all by itself 


No matter how large your mailing is, the Royaltyper 
types every letter in a completely personalized way 
in address, salutation, typing quality, even to per 
sonal references in the body of the letter 

Royaltyper is a typewriter but a very special 
one. It's automated does its work all by itself 
All a typist has to do is type the first letter on its reg 
ular standard typewriter keyboard. This automati 
cally punches the tape (and frees the operator to do 
other office work). Then the machine takes over 
at over 100 words per minute . . . all day long. Num 
ber of copies: Unlimited. Speed: 3 to 4 times faster 
than the operator 

No need to pay the high cost of manual typing 


Royaltyper does the job for you 


faster, better, 


more economically. Get all the facts (and the advan 
tages) of Royaltyper. Call your nearest Royal McBee 
office, or send us the coupon below. Royal McBee 
Corporation 


Corporation 

850 Third Avenue 

New York 22, N.Y 
SPECIALISTS IN BUSINESS MACHINES 


Please send me full information on the new Royaltyper 
NAME 

POSITION 

COMPANY 


ADDRESS 


For More Information Circle No. 310 
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CLEAN 
WHITE BORDERS 
mean... 


CLEAN HANDS 


CLEAN TYPING 
CLEAN DUPLICATING 


Patent Applied For 


New fluid duplicating master from ROSE research 


This most acceptable master with clean white bor- 
ders was developed by Rose after several years of 
research. Now in full production, it enables secre- 
taries to turn out neat typed letters in quantity on 
clean non-smudged paper—with clean hands, clean 
typewriter, and clean clothing. 


Rose master units with the new clean white border 
are available now in STA-CLEAN® Purple #294 
and Ultra STA-CLEAN® Black #604, size 81/2 x 11. 
Other colors and sizes will be added soon. 


We believe that a trial order will convince you. 
ROSE RIBBON & CARBON MFG. CO., INC. 


Harrison, N.J., U.S.A. A subsidiary of Bemis Bro. Bag Co. 
: For More Information Circle No. 260 
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Anyone can learn in minutes! 


BOOKKEEPING IS SO EASY WITH 
COLONIAL PAY SYSTEMS 


You get the best features of machine bookkeeping—at a 
modest cost. With training that takes minutes, anyone can do 
your payroll, accounts receivable and accounts payable 

on the Colonial Pay Posting Platen. Without loss of pace 
additional staff can be added for peak seasonal 

loads. Streamline your current accounting 

procedures without disruption and with a 

very low investment. 


JOURNAL 


For More Information Circle No. 284 
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SPEED-O-PRINT 
Worlds. Finest Photo--Copier 


COPIES EVERYTHING 
IN SIGHT...IN SECONDS 


Sjoeed-O-Fhiut CORPORATION 


1801 WEST LARCHMONT AVENUE, CHICAGO 13, ILL. 


Gentlemen 


1 want to know why the Speed-O-Print Photo-Copier is 
superior. Please send, without obligation, complete details, including 
@ photo-copy of this request. 


_— CORPORATION 
Tith ‘ 

: 1801 WEST LARCHMONT AVENUE 
CHICAGO 13, ILL. 








Company 





Address 





City 
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Kathleen Hawes, the winner of Britain’s 
Perfect Secretary contest sponsored by the 
magazine “She” and Manpower Services 
Ltd., London, on her arrival in New York 
to begin a two-month tour of the U. S. 
She is secretary to William H. Layzell, 
managing director, Addressograph-Multi- 
graph Corp. of England. 


President Kennedy is now using this desk made from the quarterdeck of a 19th century 


British sailing vessel and presented to the U. S. by Queen Victoria in 1878. It com- 
plements the nautical motif of the White House office but it doesn’t quite cover the 





Records clerk 
Carol Hellman 
needs a ladder to 
reach papers 
stored in the tech- 
nical library vault 
at North Amer- 
ican Aviation, Inc., 
Los Angeles. Ex- 
tensive installation 
of Bentson file 
cabinets includes 
combination lock 
files to safeguard 
some of the na- 
tion’s important 
aircraft data. Files 
were installed by 
McMahan Bros. 
Desk Co. 


Filing Technical Aircraft Data 


Facts and figures on the X-15 rocket ship, B-70 intercontinental bomber and other 
projects underway at North American are stored in Bentson files lining walls of the 
engineering records room. Delta Thomas, seated, and Florence Plumley sort and file 
purchase requests. 
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The Chase Man- 
hattan Bank Build- 
ing in New York 
has a built-in dic- 
tation system with 
individual Dicta- 
phone Time-Mas- 
ter dictating ma- 
chines, transcribers 
for secretaries and 
a Telecord tele- 
phone dictation 
system with multi- 
ple recorders. 
Some of the 1150 
executives who 
use the system are 
shown giving si- 
multaneous  dicta- 
tion. 


Built-In Dictation System at Chase 


One of the 11 transcribing pools which service various departments. Pools are fed 
Dictabelts recorded on Time-Master machines or over Telecord system. Approximately 
13,000 pieces of mail are handled this way each week. 





Five New York area offices were recently decorated by Intramural, Inc., New York 
interior designers. Japanese wall covering, walnut wainscoating and print draperies, 
accented by a contemporary painting, give a modern feeling to the office of Arthur 
Cohen of Hanover Associates. Large desk with slender legs and tooled leather top 
blends with teak framed, natural cane chairs. 


Five Newly Decorated New York Area Offices 


Collection of antique apothecary jars is used for wall treatment in the traditional 
office of Melvin Block, Block Drug Co., Jersey City. Pine paneled walls, bright green 
carpet, and yellow and green linen upholstery set off the collection and antique acces- 
sories. (See opposite page.) 





Coordination of secretarial and executive 
space in offices of Alexander M. Arnstein 
utilizes floor coverings and fabrics in 
muted blue, contrasting with paneled 
walnut wall screens and furniture. Walls 
are oyster white and blue with accessories 
of polished brass and enamel. Folding 


shutters add interest to window, minimize 
obstructed view. 


A working office for Zack 
Osias, Osias Construction 
Co., matches ebonized teak 
desk with table scaled for 
plans and job conferences. 
Side chairs are ebonized 
teak with black leather 
upholstery also used in 
swivel chair. Pastel olive 
walls, terra cotta rug, 
white bamboo _ curtains, 
and white and terra cotta 
draperies complete the 
color scheme. 


Traditional reception area 
for Davis Publications, 
Inc., gains color and tex- 
tural design with pale 
beige vinyl wall covering 
overprinted with deep 
crimson flock pattern. 
Crimson is carried through 
rug and upholstery fabric. 





Jewel Paint & Varnish Co., Chicago, Assistant treasurer Selden W. Clark com- 
makes paper offset masters in its Thermo- pares copying machine master held by 
Fax copying machine in about 10-15 sec- secretary with original advertising piece. 
onds. Copies of forms, charts, etc., are Extra copies of brochure were made up in 
made into a plate by running them through minutes by using fast paper misters. 

with special plastic sheets. 


Copying Machine Produces Offset Masters 


Masters are ready 
for offset printing 
as soon as_ they 
come out of the 
Thermo - Fax ma- 
chine. Here sec- 
retary delivers one 
to member of 
Jewel’s internal re- 
production depart- 
ment. 
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Program bars used by York-Shipley, Inc., 
York, Pa., in its National Cash Register 
Co. accounting machines are kept on 
this bar panel attached to a nearby wall. 
Hooks in the plywood panel hold indi- 
vidual bars which are identified by labels. 




















This Farrington 
Optical Scanner 
in the Jamaica, 
N. Y., offices of 
the New York 
Telephone Co. is 
the pilot machine 
of 17. electronic 
readers, largest 
single order for 
these machines 
ever made. They 
are to be used in 
17 accounting dis- 
tricts in the state 
to read perforated 
stubs returned by 
customers and 
convert them into 
punched card 
records of pay- 
ments. 
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George Angell, 15- 
year-old student at 
Staples High 
School, Westport, 
Conn., learns pro- 
graming on a 
Royal Precision 
LGP-30 computer. 
He is one of 17 
students who gave 
up part of sum- 
mer vacation for 
daily 3%2-hour 
sessions. 


Manhattan Life Insurance Co., 
New York, uses Cel-U-Dex 
Corp. transparent Hol-Dex self- 
adhesive label holders on the 
open shelves of its application 
files division. 
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THEY'RE 
A TEAM! 


For the long haul, it pays to harness 
up the right team and get powerful 
results. These two PHOTORAPID 
exclusives rely on teamwork. 


| MAGI-PLATE,] 





PIONEER 


by Wh & Ul 
[cevaeRr| . PLATEMAKERS 


THE ONLY VACUUM 
MAKE YOUR OWN METAL OFFSET PLATES PRINTER AND PROCESSOR MADE FOR 
IN 60 SECONDS — ONLY 39¢ COMPLETE! ! USE WITH MAGI-PLATE 


: P * The first one-piece completely self-contained vacuum 
¢MAGI-PLATE gives truly professional results when , : ve 
used with the PIONEER PLATEMAKER—or you can printer and processor. Designed for perfect, profes: 


: sional reproduction from paste-ups. 
use your present photocopy equipment. + New heavy-duty electric vacuum pump. 


* No darkroom or expensive plumbing required. + PIONEER li—14” x 18” printer surface. 
+ PIONEER Ili—14” x 24” printer surface. 


FOR BEST RESULTS THEY BELONG TOGETHER! 


« Make plates from anything the eye can see...from half-tones, solid images and colors... 
with sharp, clean photographic lines! 


¢ Make plates for two and three color printing: Accurate registration of negative to plate guar- 
anteed! Runs up to 40,000 copies and more! 
FREE TRIAL IN YOUR PLANT OR OFFICE! 
CALL, WIRE OR MAIL COUPON TO NEAREST PHOTORAPID OFFICE 


a ' 
ta. Gentiemen: Please arrange for free trial in our office of: 
CO MAGI-PLATE 
CD PIONEER PLATEMAKER 


C Please send me more information on the Pioneer and Magi-Piate 
CORPORATION NAME 


TITLE 
FIRM NAME 
WESTERN DIVISION EASTERN DIVISION CENTRAL DIVISION | Ss 


142 Oregon St. 236 Fifth Ave. 3620 Oakton St. city TI 
El Segundo, Calif. New York 1, N.Y. Skokie, WWlinois pert, C-10 ee 
$Pring 2-2311 MUrray Hill 9-3676 | JUniper 8-1600 


For More Information Circle No. 303 











Better Copying Systems For Every Business 
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vy: FLAGSHIP 


a first in every finish... 
and first in quality for every duplicat ed? 


The FLAGSHIP Line of metallic back car- 
bon papers has earned its number one rating 
by superior performance. When you offer 
FLAGSHIP your customers get longer wear, 
cleaner copies without feed-roll streaks, and 
the non-slip and ease of handling features that 
only FLAGSHIP provides—all at no extra 
cost! Ask the dealer who has a FLAGSHIP 
franchise and he'll tell you that with 
FLAGSHIP you'll sell more carbon easier 
than you ever have. And repeat orders go to 


you because your franchise is protected. 

But FLAGSHIP is only a part of a broad 
line of fine Allied products—for every dupli- 
cating need from orange diazo carbons, a 
complete line of spirit products, to fluid- 
eradicable ribbons. 

The franchise may be open now in your 
vicinity. 

Write today for more information on how 
to make your carbon and ribbon sales an 
important profit producing source for you. 


ALLIED CARBON AND RIBBON MANUFACTURING CORPORATION 


Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 


| General Offices and Factory: 165 Duane Street, New York 13, N. Y. 


For More Information Circle No. 275 
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NOW YOU 
CAN OWN 

3 BUSINESS 
RECORDING 
MACHINES 
FOR THE 
PRICE OF 1 








GELOSO 
STENQTAPE 5 


3 Speeds / 10 hour Dictation with Remote Dictation / Transcription Controls 


lis advanced electronic design makes it a 3-way machine: conference recorder (at 15/16 ips), standard 
office unit (at 1% ips) and personal hi-fi tape recorder (at 3% ips). Weighing only 13 Ibs., this is the 
most versatile compact business recording machine you can own. For correspondence, meetings, 
sales training programs, audio-visual presentations, post-graduate digests, language labs, and personal 
entertainment. So sensitive, the 3/10 records 30 feet away—records music with concert hall realism. 
It's completely compatible with all StenOtape units and standard tape recorders. 


Complete with remote control microphone for dictation; reel of tape and take-up reel. Accessories available for 


remote control transcription. $24995 Plus FET FULL YEAR GUARANTEE 


. AMERICAN GELOSO ELECTRONICS, INC., ome 310 


ay Ci ee 251 Park Avenue South « New York 1 


Ask your | In Canada: CANADIAN GELOSO n yhen hein LTD. 
dealer to 700 Weston Rd., Toronto 9, Ontario 


Give me a complete rundown on the StenOtape 
demonstrate | 3/10 and tell me where | can get in touch with | 
the versatile my nearest dealer, 


StenOtape 
256 Dictation Name 
Transcription Company. 
office machine. | 
Compatible partner of the 3/10. # Address 7 


| 
| 
| 
| City Zone__State_ = 
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TOTALIA-AND NI rer 
The most complete line of 
printing calculators and 
adding machines available 
to. dealers 


coast-to-coast sales and mY od Mt BL Eb od 


spare parts available from the Ames Supply Company 


Distributing Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 

CHICAGO, Import Office Machine Co., 7444 N. DALLAS, Wholesale Office Machines Co., 2000 
Harlem Ave. North lamar St. 

SAN FRANCISCO, Northwest Lagomarsino, 639 LOUISVILLE, KY., Import Business Machines 
Howard St Co., 1503 Bardstown Road. 

LOS ANGELES, Wholesale Business Machines, PUERTO RICO distributor: SAN JUAN, Real 
7515 Beverly Bivd. Hermanos Inc., Calle Tanca 250 

HOUSTON, Adding Machines Distributing Co., CANADA distributor: TORONTO, Nauta Bros., 
2201 Caroline St. 3615 Danforth Ave. 


For more tnturmation Uircie INO, cou 
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LOW-COST 
SMART * STURDY « VERSATILE 


MASO new book- 
cases, with decora- 
tive design and 
beautiful finish, 
have a wide variety 


; ‘ i Group arrangement 
of uses. Attractive ‘ of 29” and 42” Units 





as corner or wall 
bookcases — indi- 
vidually or 
grouped; island 
dividers; counters. 
Provide working, 
shelf or counter 
area; office or 
stock room = stor- 





age. 


42" MODEL 





Choice of finish to blend with modern office or store furnishings: 
Desert Tan, Mist Green, or Gray. Adjustable shelves. Open, or 
choice of two types of sliding doors—steel or glass. 


tinish is baked-on- 1]. All dels in 12” 
a hide. Tease aeore to fm va heals sale OUR 28th YEAR 
style. 


(Office Equipment Division) 

666 LAKE SHORE DRIVE, CHICAGO 11, ILL. 

Please send your FREE CATALOG giving complete information on new 
MASO bookcases and supply units. 


Title 
Company 


Address 


' 
| Name 


For More Information Circle No. 404 
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HEADQUARTERS FOR YOUR 
VISUAL COMMUNICATIONS SUPPLIES 


e 


for your typewriter 
use MULTI-PURPOSE® 


ae 


for your copying machine 
use COPY MAK EF: 


for your duplicating 
machines use 


t 


Old Town’s multi-purpose ribbons—they’re 
a natural in preparing copy for Offset, 
Diazo, Photographic or Thermal reproduc- 
tion. Jet black reproduction...crisp, clear 
characters every time. Designed for corres- 
pondence typing and formulated to satisfy 


all typing. 


Old Town’s Copymaker (Type M) thermal 
copy paper. Here’s a sheet that contains 
the two outstanding features you’ve been 
looking for. Simplicity and economy. It’s 
made for use on your Thermofax machine 
and reproduces on heavier weight white 
stock in brown or black characters. Copy- 
maker has longer file life and is uneffected 
by atmospheric conditions in your office or 
plant. All this and it costs far less—try it 
and see for yourself. 


Old Town’s CBP (Cobalt Blue Process). The 
only non-bleeding, non-staining, non- 
migrating duplicate carbon on the market. 
Out performs all others... greatly exceeds 
the reproduction capacities of your present 
multi-sets. 


WHATEVER YOUR REPRODUCTION REQUIREMENTS—MACHINES, 


MULTI-SETS, RIBBONS, CARBONS—IT WILL PAY YOU TO 
REMEMBER THE NAME OLD TOWN. 
Old Town Research and Product Development is providing 
better products for better visual communication. 


"visual communication products by: 


OLD TOWN CORPORATION 
750 Pacific Street, Brooklyn 38, W. ¥. 


makers of 
© carbon papers © inked ribbons 
© spirit duplicating machines ond 
supplies © copying supplies 


For More Information Circle No. 253 
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DICTATION PORTABILITY 





RECORDING 














All yours in one handsome, compact unit... the economical, new self-powered 
Telefunken“600” Portable Dictating Machine! Use it anywhere...anytime. Carries 
its own built-in, lifetime battery... complete with battery recharger. A single 
microphone button controls every action... dictate, f=. 
backspace, playback, stop. Lightweight, easy-to-mail Z 

magnetic disc can be used over 10,000 times. Preci- 

sion-built for quality, value and dependability by the 

world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600” Portable Dictating Machine 


For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N.Y, 
For More Information Circle No. 250 
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AUTOMATIC PRINTING MULTIPLIER 


This high speed, fully automatic printing multiplier is everybody’s fa- 
vorite. Try it today. Call your nearest Comptometer office for a demon- 
stration. See the Yellow Pages or write directto COMPTOMETER 


CORPORATION 
5600 Jarvis Avenue, Chicago 48 


BUSINESS MACHINES «* BUSINESS FORMS « LF EQUIPMENT ©¢ COMMUNICATION EQUIPMENT ¢ ELECTRONIC PRODUCTS 


For More Information Circle No. 462 


EVERYBODY 
LOVES THE 


»-COMPTOGRAPEH 


a 

















STEIFF ANIMALS FROM F.A.0. SCHWARZ 


apn tof 


There’s nothing like anaudience! 


Quality-conscious management men: users, renters, owners and purchasers of 
nearly every type of machine, equipment and service essential to sound business 
operation. An audience with solid buying power. @ The kind sales-minded ex- 
hibitors will find at New York’s only major business show for 1962—the Admin- 
istrative Equipment and Services Exposition and Conference, June 4-June 8, 
New York Coliseum—where visitors know what they want and come to be sold. 
@ You supply the exhibit; we attract executives in the market to buy what 
you display. @ For information, write or call: Robert C. Walter, Managing 
Director, 386 Park Avenue South, New York 16, N.Y.—LExington 2-2710 


THE 1962 NATIONAL BUSINESS SHOW 


For More Information Circle No. 324 





The New MANUAL OF BUSINESS 


FORMS 


A Valuable Guide for: 


e OFFICE EXECUTIVES 
e SYSTEMS ANALYSTS 


e DATA PROCESSING 
DIRECTORS 


e PURCHASING AGENTS 


$4.°° a copy 


Shows how to design and use the tremendous number of forms constructions 
available today. All are described so that you can choose the best type for 
any particular system or operation. Time studies of forms processing operations 
pinpoint the basic advantages and disadvantages of the different constructions. 
There are chapters on envelopes, tags, paper used in forms, carbon and carbon- 
less papers, forms handling equipment, pegboard forms, salesbooks, stock forms, 
duplicating masters, check forms and magnetic ink, punched cards and auto- 
matic data processing forms. 


FORMS MANAGEMENT is covered in a THIS MANUAL OF BUSINESS FORMS contains 
chapter containing all new material. It 236 pages with over 170 charts and illustrations, 
tells how to organize and operate a including 100 pages of informative advertising 
forms design and control program, how 
to buy forms, how to report accomplish- 
ment to management, when and how to of supply. $4.50 a copy postpaid to U.S. and 
buy or print your own forms. possessions, Order your copy today! 


to guide the reader in locating the best sources 


OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 

Please send me copies of THE MANUAL OF BUSINESS FORMS at $4.50 a copy, 
postpaid. [] I enclose remittance. [J Send invoice. 

Pe SME ae 5 


Company 


Rp eee nae ; 





“WE WANT TO SELL 
SNAP-APARTS AND 
CONTINUOUS FORMS — 
WHOM SHOULD WE CONTACT?” 





selemenenrrnenens eusrnes tOniee) 
IS YOUR BEST BET-- 


and here’s why: 


QUALITY PRINTING and perfect collation thanks to the most 
modern high speed ROTARY EQUIPMENT. 


COMPETITIVE PRICES, assuring you of your share of this 
profitable business. 


GENEROUS DEALER DISCOUNTS make the selling of 
International’s one-time carbon forms a worthwhile addition to 
your sales. 


PROMPT SHIPMENT—AS PROMISED. We have long 
prided ourselves on meeting delivery schedules. You can depend 
on our delivery promises. 


EASY-TO-USE LIST—FAST QUOTES. Our price list is 
designed to make it easy to figure your own prices or, if you 
prefer, our Quotation Department will handle your price 
requests within 24 hours. 


NO DIRECT SELLING. We sell only through our dealers, 


never direct. You are protected! 


REMEMBER WRITE TODAY TO NEW DEALER DEPT. 1 FOR 
We sell through COMPLETE INFORMATION Lem e)-|) Scr Bele), Me) muetelel- i) 4 
DEALERS only and INTERNATIONAL BUSINESS FORMS 
we want to do business 
with YOU 


1600 E. 26TH ST LITTLE ROCK, ARK 
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HOW TO SIMPLIFY 


Space rege 
PAPER WORK 











Machine 
and 


DIMENSIONS Cabinet 
Front to Back 

Left to Right 

Height 

Shipping Weight 

Comes with upright cabinet and Auto- 
metric Gallon Pump Fluid System. 


DESIGNED TO DUPLICATE LARGE 14X18 INCH FORMS 
BUT EQUALLY EFFECTIVE FOR SMALL CARDS AND COUPONS 


This big capacity duplicator has been 
built to meet the new needs of busi- 
ness in the space age. Its purpose is 
to simplify many of the paper work 
problems encountered in data proc- 
essing. It is backed by unmatched 
experience...another dependable 
product by Standard, pioneer of fluid 
duplicating in America. 


The Standard Titan Rocket Dupli- 
cator, with its accurate register and 
full 500 sheet Automatic Ream Feed, 
offers the ideal method for reproducing 
large forms such as inventories of parts 


and materials, shipping manifests, 
ledger and sales sheets, factory and 
office work sheets, production charts, 
weather maps and other useful data. 


The Standard Titan also takes small 
forms, coupons,.IBM and McBee 
cards. Thus with equal effectiveness it 
is possible to handle work from 3” x 3“ 
mailing labels up to big14x 18” sheets. 


Where you need versatility, where you 
want volume duplicating, where 
you must have dependability, the 
Standard Titan Rocket Duplicator 
efficiently meets all requirements. 


STANDARD DUPLICATING MACHINES CORPORATION 
For More Information Circle No. 319 Everett 49, Massachusetts 





How We Found the Right City 
For a New Office Building 


RONALD M. REIFLER, Vice President, Fantus Co., Chicago 


INDING THE RIGHT location 

for a 1200-employee office build- 
ing can be amazingly complex, espe- 
cially when the search is restricted to 
nonmetropolitan communities in Illinois 
which excludes Chicago and leaves only 
two other cities in the state with popu- 
lations as high as 100,000. So the 
total employment of this office would 
be more than 1% of the entire popu- 
lation of the largest city being con- 
sidered, and as high as 6% of some 
smaller cities. 

This was the problem of the Illinois 
Agricultural Assn., the largest State 
Farm Bureau in the world, in 1958. 
IAA has almost 200,000 members 
throughout the state. Its 1200 office 
personnel include the managements and 
staffs of not only the IAA itself, but 
of diverse affiliated companies supply- 
ing life insurance, casualty insurance 
(including crop and hail insurance), 


cooperative buying of farm supplies, 
auditing farm records, grain manage- 
ment, milk distribution, livestock mar- 
keting and serum distribution. 
Founded just before World War I, 
IAA and its functions had grown rapidly 
and the need for office space zoomed 
after World War II. In recent years, 
IAA’s headquarters building on 
Chicago’s near north side became 
crowded and uncomfortable, requiring 
makeshift arrangements. Additional 
space was leased outside of the 12-story 
home office building, but this was a 
temporary makeshift. In 1957, the of- 
ficers proposed to the directors that 
IAA build a new building. In response 
to this, some of the representatives of 
the 99 County Farm Bureau organ- 
izations said, “As long as we need 
extra space, why not move the head- 
quarters downstate?” Their reasoning: 
1. Chicago is not centrally located in 


New office building of the Illinois Agricultural Assn. in Bloomington, III. 
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Illinois, with Cairo at the southern tip 
of the state nearly 400 miles away. 

2. There was a strong feeling that an 
organization such as the IAA belonged 
not in a big city, but much closer 
physically to its constituents. In this 
way, more of the payrolls would be 
earned by rural “downstaters.” 

3. Members wanted to locate the 
organization closer to agriculture al- 
though, strangely enough, the county 
with the largest number of members 
was Cook County (Chicago). 

4. The prospect of operating at a 
lower cost in a smaller community was 
not overlooked. 

Other members of IAA felt Chicago 
offered all the association would ever 
need. Chicago, as a great center for 
marketing farm products, transporta- 
tion, finance and insurance, and re- 
search, was a focal point for much of 
the work of the association. Chicago 
had a large pool of clerical labor and 


offered continuing availability of ex- 
ecutives, technical people and other 
skilled occupations. Basically, they felt 
that part of the success of the organ- 
ization was due to its presence in such 
a dynamic city. In spite of strong argu- 
ments in favor of retaining the asso- 
ciation in Chicago, the majority of the 
delegates voted for a downstate loca- 
tion. 

Fantus Co. was chosen to recom- 
mend the central Illinois community 
which, at the lowest possible operating 
costs, best met the preferences of the 
individual members and the Farm Bu- 
reaus, as well as the day-to-day re- 
quirements of the affiliated companies 
and the association itself. Delegations 
from communities throughout the state 
descended upon IAA headquarters and 
our offices in Chicago armed with 
brochures, flip-charts, maps and photo- 
graphs describing their communities. A 
total of 48 Illinois cities (and one Indi- 


Windows of first- 
floor executive of- 
fices, protected by 
overhanging sec- 
ond story, provide 
view of surround- 
ing area without 
glare, and permit 
use of transparent 
draperies. 
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Open office areas are brightly lighted, feature light tones in desks, files. 


ana town) made formal presentations 
to be considered. Competition between 
the cities was keen from the outset, so 
a fair and objective method of screen- 
ing was essential. 

Proximity to the center of the state 
(within approximately 60 to 75 miles) 
and size of population (over 20,000) 
- were considered initial factors. Seven 
cities which met both of these factors, 
and three cities which met only one, 
were selected. Each of the ten down- 
state cities was examined with respect 
to the following requirements. This is 
what the IAA needed: 

1. An area where trained clerical 
labor either was available or could be 
made available during the period of the 
move. 

2. A community with a large white- 
collar employment, so that the associa- 
tion would be compatible with its 
neighbors. 

3. \ community close to the center 
of IAA membership to provide greater 
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convenience for the staff and for mem- 
bers who visit headquarters. 

4. A community large enough to 
provide some of the services required 
to staff an office building, yet small 
enough to preserve the friendliness of 
smaller communities. 

5. A community which was farm- 
oriented so that farmers and their fami- 
lies would have opportunity for em- 
ployment. In addition, the community 
should have had adequate opportunities 
for youth to participate in FFA or 4-H 
work. 

6. A community which had the best 
possible access to Chicago’s financial, 
trade association, library, marketing, 
transportation and other facilities. 

7. A community which had con- 
venient air, highway, rail and bus ser- 
vice to the rest of the state. 

8. A community which offered rea- 
sonable proximity to a variety of state 
farming activities: meetings at the Col- 
lege of Agriculture in Urbana, confer- 
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ences with the state government at 
Springfield, and proximity to the Dept. 
of Agriculture research station § in 
Peoria, grain marketing activities in 
Chicago, and to the individual Farm 
Bureaus throughout the state. 

9. A community which offered a 
favorable labor climate as measured by 
the experience of other employers. 

10. A.community which offered good 
living conditions for employees: good 
clean neighborhoods, low crime rate, 
good schools, parks, lakes, golf courses, 
and, if possible, a college or university. 

11, A community in which the 


organization matched, rather than com- 
peted, with existing activities. 

12. A community which had attrac- 
tive, properly zoned sites on a major 
interstate-type highway. 


13. A community which had a wage- 
cost structure which would allow IAA 
to obtain the best quality work force 
without paying a price penalty for 
location. 

On the basis of a careful point-by- 
point rating system, the search for the 
most suitable downstate location was 
narrowed to four final cities (Bloom- 
ington, Champaign-Urbana, Peoria and 
Springfield). Each of these was sub- 
jected to detailed, thorough analysis. A 
few of the topics considered appear on 
the page opposite. 

At this stage, the entire 20-man IAA 
board of directors, top architect officers 
and Fantus representatives bundled into 
a chartered bus and toured central Il- 
linois to obtain a visual impression of 
the cities under consideration, where 


This view of a 
passage area shows 
how diffused light 
is admitted 
through glass pan- 
els at left. Large 
windows and low 
paneling beyond 
admit maximum 
daylight. 
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Factors That Were Considered in 
Choosing the City .. . 


OPERATING COSTS 
Salary Levels: Clerical and Execu- 
tive. 
Fringe Benefit Practices. 
Occupancy Costs: Land, Construc- 
tion, Insurance. 

Utilities: Power, Water, Sewage, 
Fuel, Telephone. 
Taxes: Real Property, 

Property. 


LIVING CONDITIONS 
Availability of Suitable Housing. 
Educational Opportunities. 
Medical Facilities. 
Recreational and Cultural 

tures. 
Shopping Areas. 
Religious Establishments. 


Personal 


Fea- 


. . . and Choosing 


Characteristics of Neighborhood. 

Adequacy of Zoning. 

Proximity of Police and Fire Pro- 
tection. 

Per cent of acreage solid enough 
for construction. 

Extent of Grading Necessary. 

Load Bearing Characteristics of 
Subsoil. 

Flood History. 
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OPERATING CONDITIONS 


Present and Future Availability of 
Workers: Male, Female. 


Attracting and Retaining Execu 
tives. 


Speed and Reliability of Mail 
Service. 


Passenger Access to Springfield, 
Chicago and Washington, D.C. 


Utility Reliability and Service. 


Business Services: Machine Re- 
pair, Printing and Duplicating, 
' Catering, Etc. 


Protection Services: Fire, Police, 


Zoning. 


the Neighborhood 


Direction of Drainage. 

Access to Highway; Traffic Pat- 
terns Leading to and from Site. 

Cost of Land. 

Cost of Bringing in Utilities. 

Tax Rate and Basis of Assessment. 

Fire Insurance Rate. 

Attractiveness. 


Suitability for the Organization. 





the visitors trudged over vacant prop- 
erty, rode through attractive neighbor- 
hoods, walked through downtown sec- 
tions and talked with city officials in 
each of the four cities. 

The visit left them feeling enthusiastic 
toward all four communities. Each city 
had positive advantages as well as 
potential disadvantages for IAA. Each 
met the minimum basic specifications 
(operating costs, operating conditions, 
living conditions). After long delibera- 
tion, Bloomington was chosen. 

Bloomington had a combination of 
significant advantages which made it 
especially attractive to IAA. It was a 
two-university town; it offered the low- 
est operating costs of any of the four 
cities; it had a good reputation as a 
white-collar oriented community. The 
successful record of Illinois Wesleyan 
University, Illinois State Normal Uni- 
versity, General Telephone Co., Gen- 
eral Electric Co. and the home office 
and state headquarters of State Farm 
Mutual Insurance Co., as clerical em- 
ployers was highly encouraging. Fan- 
tus records, over a long period, con- 
firmed the long-run favorability of the 
Bloomington labor climate. 


Bloomington was the largest city 
closest to IAA’s center of membership, 
located in the extreme southwestern 
corner of McLean County, at the time 
of the survey. The city offered good 
transportation access to the center of 
the state. The community was large 
enough to provide some office services, 
and small enough to offer friendly com- 
munity atmosphere. While most of the 
larger central Illinois communities are 
farm-oriented, McLean County was one 
of the most productive farm counties 
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in the state. Bloomington boys and 
girls have the opportunity to participate 
in an active 4-H chapter. 

Furthermore, the community was the 
home of one of the outstanding farm- 
oriented newspapers in the nation. The 
Bloomington Pantagraph, with over 
50% of its circulation going to farm 
families, would serve as a knowledgable 
hometown newspaper for IAA. Bloom- 
ington offered convenient access to the 
legislature, the University of Illinois 
College of Agriculture, and the city 
of Chicago, without being in the same 
community with any of these. Along 
with each of the other final cities, it 
offered excellent living conditions. Its 
low crime rate was significant. Good 
schools, golf courses and lakes, as well 
as attractive neighborhoods for all in- 
come levels, were also carefully con- 
sidered. 

Bloomington possessed a series of at- 
tractive sites along U.S. Route 66 
which were judged by the survey team 
and the architect to be outstanding. It 
was in close proximity to the high 
school and other attractive office and 
industrial developments. The local 
wage-rate structure was slightly below 
that of competing cities. Because of 
this, and because of the high labor qual- 
ity ratings of Bloomington, it was felt 
that IAA would receive excellent value 
for its money in terms of labor pro- 
ductivity. 

On the basis of these considerations, 
Bloomington became the Fantus rec- 
ommendation for a downstate location 
and the directors agreed on Blooming- 
ton. The land was bought, the building 
was built and occupied by IAA last 
July 1. 
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How Hertz Moved Its Offices 
From Chicago to New York 


ANY BEHIND-THE-SCENES 
considerations are involved in the 
physical moving of an office from one 
city to another. Take the case of the 
Hertz Corp. When the world’s largest 
automotive rental firm decided upon 
New York for its world headquarters 
in 1959, it employed 400 persons scat- 
tered throughout several buildings sur- 
rounding 218 S. Wabash St. in Chicago. 
Hertz decided to bring 85 executives 
and key employees to New York. This 
involved bringing 85 families, too. Soon 
the company felt as though it had 
entered the real estate business: em- 


ployees were assisted in selling their 
Chicago homes; Cushman & Wakefield 


and other New York realtors were con- 
tacted to help find houses and apart- 
ments; money was advanced in many 
cases toward the purchase of new 
homes. 

Arrangements for the move had to 
be made before the first of September, 
so that all children could enter school 
on time. Travel and time off had to 


be arranged so that Chicago executives 
could fly to New York to inspect the 
various parcels of real estate the agents 
found. The company alleviated the 
search somewhat by having. a car 
(Hertz, of course) available to drive 
them from one area to another. 

When the move was first discussed, 
Hertz called in a management consult- 
ant who recommended that the firm 
keep its executive offices in Chicago. 
However, officials determined that New 
York would offer more, due to the 
increasing international scope of the 
business. 

The company was faced with the 
difficult problem of keeping its Chicago 
employees until the move could be 
effected, and hiring and training New 
York employees to assume these jobs, 
with as little break in routine as pos- 
sible. The Chicago employees were 
promised and given liberal termination 
arrangements, while everything possible 
was done to make entry into the com- 
pany smooth for those who were to 


The accounting department in the new Hertz offices in New York. 








replace them. Many New Yorkers were 
sent to Chicago to learn how the jobs 
were being done there. When they re- 
ported for work at the new offices, they 
were met by a receptionist who showed 
them around and took them to their 
desks containing literature describing 
the company and its operations, com- 
plete job descriptions and messages of 
welcome. 

The move was especially difficult for 
data processing, which handles from 
60-70,000 punched cards a day. In 
order not to have a complete break- 
down in this department, the Chicago 
section was run for one month after 
the New York section opened, although 
the two operated simultaneously only 
three weeks. The department brought 
its chief machine operators from Chi- 
cago, and four girls who worked tem- 
porarily for two months to help with 
the transition. It was necessary to hire 


20 New York girls out of high school, 
and 15 with one to eight years’ expe- 


rience, and train them. Since all this 
department’s equipment is leased, old 
machines were left in Chicago and en- 





tirely new ones installed in New York. 
Hertz officials figure that they saved 
nearly two weeks’ work time by not 
moving the machines. Equipment con- 
sists of 35 IBM key punches (which 
soon will be cut to 33); one 419 
numeric printer; six 523 summary 
punches; two 519 reproducers; three 85 
collators; three 88 collators; one 557 
interpreter; one 604 calculator; seven 
83 sorters. It is planned that Series 
1400 computer equipment will be in- 
stalled in November. 

There is separate air conditioning for 
the data processing department on a 
24-hour basis, year ‘round. Since the 
move, data processing has been on 
overtime, although this has now been 
limited to 45 hours per week, per em- 
ployee. Department heads hope that 
they will be on schedule by the end of 
the year. 

More than a year before the move, 
Hertz officials contacted two New York 
firms to assist in planning the new 
offices. Cushman & Wakefield had the 
task of finding suitable space in Man- 
hattan. This required approximately 


The personnel re- 
ception room _ is 
attractive and well 
lighted for job 
applicants to fill 
out forms. It also 
allows applicants 
to wait comfort- 
ably for appoint- 
ments. 
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This shows the shape of floor areas in the new Hertz offices. 


75,000 sq. ft. in the midtown area, at 
a rental and under lease terms which 
Hertz management felt acceptable. De- 
signs for Business, Inc., was given the 
job of planning the offices, even before 
the actual space was found. DFB vice 
president and director of design Gerald 
Luss assigned Henry Muhr as project 
director. In October, 1959, he went 
to Chicago and began working with 
department heads to determine space 
and equipment needs. 


Hertz finally subleased 75,000 sq. ft. 
on five floors (the 9th through the 
13th) of the then unfinished Getty 
Building at 660 Madison Ave. Although 
the area seemed best suited to Hertz 
requirements, the building is peculiar 
in shape because of its land area. 
Actually it is rather “Z” shaped, con- 
sisting of two large blocks connected 
by a service core. 

The completed offices are among the 


handsomest and most functional in 


Employee cafeteria has the informal, festive air of a picnic area. 








New York, despite the layout difficul- 
ties. Each floor has the stamp of sub- 
dued high style and excellent taste: 
warm, rich woods in paneling and fur- 
nishings, complemented by neutral 
tones and, occasionally, bright touches 
of color. Marion Kamp was Designs 


for Business’ decorator for the project. 
The executive suite is a study in spa- 


ciousness and comfort. Walnut panel- 
ing, marble floors and deep carpets are 
used throughout. Each executive was 
consulted as to his likes, dislikes and 
needs before his office was designed. 
The result is pleasing, yet functional. 
The same feeling of richness and in- 
dividuality was achieved in the recep- 
tion rooms, where glass, simulated park 
benches, special flooring and subdued 
lighting seem to say, “welcome.” 

Executive and reception areas con- 
trast with general office areas, where 
function is at a premium. Here a cor- 
porate look has been achieved with 
similar desks, files and auxiliary equip- 
ment, usually in white, and highlights 
of color on walls, partitions, desk pan- 
els, etc. 

Hertz’s concern with employee com- 
fort is best found in the dining and 
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Special attention 
was given to all 
reception areas. 
Simulated park 
benches and mir- 
rored wall make 
small space seem 
larger. 


recreation rooms. The cafeteria was 
planned to be enjoyed, offering a com- 
plete change of pace from working 
areas. A tile brick floor, rough sawn 
planking on the walls, fish net dra- 
peries, and natural planting form the 
backdrop for picnic benches and tables, 
canvas chairs and other festive, infor- 
mal furnishings. The effect is topped off 
by colored discs on the ceiling over 
the tables to simulate umbrellas. 

One of the major problems confront- 
ing the planners was the placement and 
consolidation of files. A central file in 
the center of the floorspace is shared 
by Credit & Collections, Adjustments. 
and Accounts Receivables, since all 
these departments need access to them. 
Much consolidation and weeding out, 
not only of files but the entire opera- 
tion, was required before and after the 
move. Each department head was con- 
sulted. In many cases, departments had 
grown rather haphazardly, and execu- 
tives had to decide just what was being 
done, by whom, how much space it r-- 
quired and, finally, if it was really 
necessary. The resultant soul- and spacc- 
searching has increased the efficiency of! 
the entire organization. 
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A Charter for Your 
Systems & Procedures People 


RALPH E. STEERE, Assistant Vice President, 


Management Services Div., Sanderson & Porter, Inc., New York 


NY PROGRAM of systems and 

procedures improvement can only 
move forward in an area that is mapped 
out as far as authorities, responsibilities 
and overall goals are concerned. Yet, 
more often than not, we work in an 
atmosphere where only overall goals 
are ever spelled out, and then only in 
vaguest terms, “raise efficiency; slash 
costs; control forms; let’s try this, let’s 
do that.” Even overall goals are often 
contradictory, unimportant or geared to 
problems that should never have arisen 
in the first place. What can systems peo- 
ple do about it? 

They can insure that they operate 
within a certain framework of responsi- 
bility and authority just as does every- 
one else in the company who's expected 
to do a competent job. They can pre- 
pare a job description for themselves 
and present it to management. It may 
be approved in toto, it may be com- 
promised in some details. Either way, 
it will give systems people a base from 
which to operate. 

All powers not specifically denied the 
systems and procedures group are re- 
served, at least by implication, to that 
group. Insure that nothing in the phrase- 
ology of your job description could be 
interpreted as limiting the scope or 
future growth of the systems unit. This 
may seem a large order for an internal 
systems group to accomplish, but it 
needn’t be. Often systems departments 
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evolve out of other groups and are 
apt to have an inferiority complex in 
regard to their own place. If manage- 
ment is willing to authorize a systems 
and procedures group under that title, 
it is necessary to spell out the group’s 
responsibilities and powers. 

The only way a pattern of specific 
projects, specific times, specific priori- 
ties and costs and specific yes or no 
decisions can be achieved is with a 
definite operating framework spelling 
out the systems’ responsibilities and 
authority—a systems charter. To be 
most effectitve, it must be official and 
included in the company policy manual. 
If the company is not this formal about 
policy matters, a letter or directive from 
the president or chief executive officer 
to all line executives, department heads 
and supervisors, will do. With the 
ground rules in writing, backed by top 
management, the main objective is met. 
Verbal agreements are the shortest route 
to turmoil and misunderstanding; every- 
one down the line has a different version 
of what agreements were made and a 
different idea of what they mean. 

We have helped draft charters for 
internal systems and procedures depart- 
ments in companies where we have 
been called to “audit” such groups. We 
have seen the benefits of such a sys- 
tems charter in the improved function- 
ing of internal systems people after the 
charter was prepared. Generally, such 
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a charter might be as shown below. 
This shows the major areas that 
might be covered in a written charter 
for a systems and procedures depart- 
ment. It is not intended to be definitive; 
it may be too formal for some com- 
panies and not spelled out in enough 
detail for others. However, it can be 
used as a point of departure for any 
company. It indicates, as much as any 


Functions 


The Systems & Procedures Divi- 
sion is responsible for the develop- 
ment and maintenance of sound 
plans for the administrative man- 
agement at the 


Co. and for providing a staff service 


to corporate officers and department 
heads on problems of administration 
and office procedures. 
responsibilities and 
clude: 

A. Conducting organization 
veys when requested by 


functions 


detailed written 


expected; maintaining the 
pany’s organization charts. 
B. Analyzing, in close cooperation 


with operating people in each de- 
companywide 
administrative 


partment affected, 
and departmental 
and office systems methods and pro- 
cedures; developing and presenting 
recommendations for improvements 
in systems, methods and procedures 
and, after approval by the appropri- 


Specifically, 
in- 


sur- 
manage- 
ment, or when indicated by systems 
and procedures analysis; developing 
recommendations 
for improved operations, with spe- 
cific estimates for the cost of such 
improvements and the benefits to be 
com- 


general statement can, the exact degree 
of responsibility and exact limits of each 
operation. Yet, the wording is general 
enough to give the systems department 
room for expansion. 

There is one notable omission in the 
charter suggestions given: to whom do 
systems people report? Where should 
the systems and procedures be on the 
organization chart? This is deliberate. 


and Responsibilities of 


ate official, assisting in the installa- 
tion of systems revision. 

C. Preparing, clearing through 
the appropriate official and issuing 
Statements of Policy, Operating 
Systems, Detailed Procedures and 
Standard Practices covering admin- 
istrative policies, organization re- 
sponsibilities, procedures and prac- 
tices of companywide or interdepart- 
mental interest and _ application; 
maintaining the Administration 
Manual containing these documents. 

D. Maintaining surveillance over 
operating departments’ work meth- 
ods and routines to insure compli- 
ance with the approved standard 
procedures. 

E. Conducting feasibility studies 
and making recommendations con- 
cerning automatic data processing 
equipment; developing supporting 
systems and routine for the most 
effective use of such equipment. 

F. Developing standards for office 
machines and equipment based on op- 
erational requirements and _ econ- 
omy. 

G. Developing and maintaining a 
companywide records 


control pro- 
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Unless a systems and procedures group 
is being started from scratch, its place 
within the organization is usually a fait 
accompli, not to be changed without a 
sweeping management reorganization. 
If the charter can be achieved, the 
actual place on the organization chart 
needn’t be too important. 

Should the systems function fall into 
the general finance area of accounting, 


controller, treasurer, etc., or should it 
come under an administrative execu- 
tive? The best area for the function is 
where analysts will be able to: 

1. Cut across departmental lines. 

2. Report directly to a powerful and 
respected top management executive, if 
possible a member of the executive 
committee. 

3. Report to an executive with in- 


‘the Systems and Procedures Division 


gram to provide, in the most eco- 
nomical manner, the records needed 
by the corporation to carry out its 
functions efficiently. In this con- 
nection, the Systems & Procedures 
Division shall: 

1. Develop and maintain a forms 
control system to prevent the cre- 
ation of unnecessary forms, and to 
effect procedural improvements and 
economies by scientific forms design, 
standardization, simplification and 
consolidation of existing forms and 
elimination of superfluous forms. 

2. Develop and maintain, in col- 
laboration with the departments 
concerned, a system of management 
reports designed to supply each level 
of management with the information 
it needs in consolidated form; pre- 
vent the creation of unnecessary re- 
ports; eliminate overlapping re- 
ports; control reports distribution; 
and establish proper methods of 
compilation. 

3. Develop standards for a rec- 
ords retention program; investigate, 
review and make recommendations 
on records retention policies and 
schedules to the appropriate officer 
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or department head. 

4. Develop standards for defining 
the vital records of the corporation, 
and insuring their protection against 
disaster. 

H. Developing office work simpli- 
fication methods; cooperating with 
the Training Division of the Per- 
sonnel Department in preparing 
training materials and conducting 
training courses during the installa- 
tion of such methods. 

I. Developing methods and tech- 
niques for better supervisory con- 
trol: office performance standards, 
office work measurement and paper- 
work quality control. 

J. Reviewing and evaluating sug- 
gestions from any source for im- 
provement of office or administrative 
procedures. 

K. Conducting research to keep 
abreast of developments in the field 
of organization, administrative prac- 
tices and procedures, office tech- 
niques, and office machines and 
equipment; developing and_ sub- 
mitting recommendations concern- 
ing their adoption or adaptation by 

Company. 





This was the beginning of office copying. 





This is the end. 


This is the Xerox 914 Copier. (What other copying machines were to carbon paper, the 914 is to 
other copying machines.) 

The 914 makes permanent copies on ordinary paper. 

The 914 Copier is versatile; anything you can see, it can copy in black and white. Even if 
there’s blue or yellow or red in the original. Copies can be made from books or rigid materials. 

The 914 is automatic and fast. You can make one to fifteen copies (seven copies a minute) by 
turning a knob and pushing a button. Turn the knob to ‘‘M”’ and the copies will keep coming 
until you return and say stop. There are no adjustments for light and dark originals. And 914 
copies are dry (no wet chemicals). 

The 914 Copier doesn’t cost you a cent; we lend it to you. For the first 2,000 copies per month, 
you pay $95.00. That's about 5¢ a copy (a perfect copy). 

We would like to bring a 914 Copier to your office but we can't. It weighs 648 pounds. Visit our 
offices located in principal U.S. and Canadian cities. (People from United States Steel to the 
White House are glad they made the trip. You will be, too.) 


This is the end. At least for the time being. XEROX 
RF RATION 
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terest in paperwork improvement who 
has the time and authority to lend his 
strength and prestige to the operation. 

4. Report to an executive who spends 
most of his time on site, rather than 
one whose job requires constant travel. 

These qualifications could be met 
equally well by a treasurer or an ad- 
ministrative vice president in most 
companies. Interest, strength, loyalty to 
his subordinates, and belief in their 
work are personal characteristics that 
might be found in a controller as well 
as an administrative executive or vice 
versa. So, the area where a systems shop 
finds itself is not too important as long 
as its top executive is the right type. 

When a systems and procedures de- 
partment is originally organized, it’s 
logical to put it in the administrative 
area because of the rapid growth of the 
entire administrative complex and the 
almost certain future acceptance in the 
majority of companies of a director of 
administration at the corporate level. 
Many companies have already created 
such a post and it seems certain such 
an executive will be the rule rather than 
the exception in the future—at least for 
any company large enough to merit a 
full-time systems and procedures de- 
partment. Management cannot afford to 
assign the function of coordinating all 
administrative activities to a_ shirt- 
sleeves office manager, nor split them 
among a number of executives as an 
extra duty. 

Many companies have the systems 
and procedures unit reporting directly 
to the president or vice president—a 
healthy situation. Where the controller 
or finance officer is a strong person and 
serious policymaker, rather than an ex- 
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ecutive bookkeeper, systems shops have 
found a congenial and cooperative home 
base in finance. In progressive com- 
panies which have created an admin- 
istrative department, logic dictates that 
systems and procedures be located there. 

Companies cheat themselves and 
frustrate their systems people by bury- 
ing the entire function under the ac- 
counting department or the office man- 
ager (in the most limited sense of that 
title). Then systems has neither force 
nor status. People throughout the or- 
ganization think of the function as sub- 
sidiary of accounting or office manage- 
ment. Systems workers are shunted off 
to subordinates in line departments and 
have trouble getting through to the de- 
partment head. The department under 
which the systems function exists mo- 
nopolizes its time on trivial problems. 

Generally, companies that bury the 
systems function too far down the or- 
ganization line and fail to give it a 
charter are the ones that eventually find 
themselves in trouble and call for out- 
side help. The systems department that 
is “buried alive” in the organization 
should welcome outside consultants as a 
rescue party, not resent them as in- 
truders. When an outside consultant is 
called, top management is very much 
in evidence, very much interested (even 
if it has never given it a thought before) 
in every aspect of the systems problem. 
This management focus on systems 
work is the internal group’s opportunity 
to upgrade itself through cooperation 
with the outside specialists. A good out- 
side analyst will invariably recommend 
that internal systems people be given a 
clear line to top management if they 
don’t have such a channel. 


For More Information Circle No. 199 — 





A favorable corporate im- 
age isn’t born, it’s made— 
from many different kinds 
of impressions. One of 
them is the way your 
printed messages look. 
And that includes just 
about everything turned 
out by your duplicating 
department, from price 
sheets to press releases. 


Good looking duplicat- 


ing starts with the paper 
itself. Does it have a crisp, 
quality feel? Does print- 
ing stand out clearly on 
the page? If used for typ- 
ing, can erasures be made 
without looking messy? 

The answer to each of 
these questions will be yes 
if you select one of the 
new Stan-Pak Run-Rite 
Papers. Every paper has 
been designed to deliver 
maximum performance — 
T.M 


RAGED PROOVLETS sows + 
wetore 222 


corporate 
image 


in the typewriter, through 
the duplicating machine, 
on the press. Here’s why: 


Trouble-Free Running 
What are the qualities 
that make for trouble-free 
running? True flatness, 
for one. Controlled mois- 
ture to insure good print- 





...help keep it bright with new Stan-Pak Run-Rite Papers , 


ability. Accurate trim and 
finish to prevent feeding 
jams. Uniform weight, 
even caliper and careful 
surface sizing. 

You get them all in 
Stan-Pak Run-Rite Papers 
—a line that combines the 
products of our Eastern, 
Chemical and Missisquoi 
mills. 


531 Grades, Sizes and Types 

Under the Stan-Pak 
Run-Rite name you’ll find 
the exact grade, color and 
weight you want—at a sen- 
sible range of prices to suit 
your budget. 

Next time you order pa- 
per, try the brand that’s 
made to run right. We’re 
confident you’ll specify it 
every time. 

STANDARD PACKAGING 
CORPORATION, N.Y.17 





... THE MODERN UNIT OF 
REFRIGERATED FURNITURE FOR OFFICE OR 
HOME ... COMPLETELY SURFACED WITH CAREFREE 


NEVAMAR 


HIGH-PRESSURE LAMINATES 


KOOLBAR is a truly beautiful refrigerator bar... but without 
that “refrigerator look’’. As attractive as any piece of high- 
styled furniture, it is surfaced with NEVAMAR, in rich wood- 
grain patterns, to add beauty and convenience to the office 
or conference room. A NEVAMAR surface is enduring... wards 
off stains and scars, keeps its beauty always. 


Photo: KOOLBAR Model 310E. Approx. 
3% cu. ft. refrigerated capacity; 3 alum- 
inum ice cube trays; locked storage com- 
partment. Electric surface unit gives cook- 
ing heat in seconds. One of 15 models 
made by Paul E. Brandwen Mfg. Co., 
3738 N.W. 50th St., Miami, Fla. 


his i is 


NEVAMAR 


> A HIGH PRESSURE LAMINATE 
> RESISTANT TO CIGARETTE BURNS 
> WITHSTANDS BOILING WATER 
> DESIGNED FOR LONG LIFE 
AND LASTING BEAUTY 
> WONT CRAZE. CRACK OR 
PEEL IN NORMAL USE 
re ee > NOT AFFECTED BY ALCOHOL 
“< cy ~_ "> a voor gage ae 
= Guaranteed by *\ even wees paintinc 
10 ay 
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NEVAMAR DIVISION 
NATIONAL PLASTIC PRODUCTS COMPANY, INC. 
Saran, Nylon and Polyolefin Fibers—Nevomar High-Pressure Laminates—Wynene Extruded and Molded Products 
R ODENTON. MD . NEW YORK.N.Y e MIAMI. FLA . CHICAGO. ILL . DALLAS-FORT WORTH, TEX 


DENVER. COLO . PORTLAND. ORE . LONG BEACH. CALIF . SAN FRANCISCO. CALIF 
CLEVELAND. O . CHARLOTTE. N.C ° MEMPHIS. TENN ° INDIANAPOLIS. IND 
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International Systems Meeting 


In Cleveland, October 8-11 


HE SYSTEMS FIELD, a Man- 

agement Transition, is the theme of 
the 14th Annual International Systems 
Meeting of Systems & Procedures Assn. 
of America, Oct. 8-11, at the Statler- 
Hilton and Pick-Carter Hotels, Cleve- 
land. The program has been designed 
as a “cram session” course for systems 
people and includes panorama general 
lecture courses for an overall look at 
the systems and procedures field; con- 
ference sessions with lectures by na- 
tionally Known authorities; and semi- 


nars or small open study groups of 
25-30 persons to discuss 29 different 
subjects. 

Those attending choose their own 
schedule of meetings. A person choos- 
ing the panorama section attends all of 
the listed talks at the designated times 
each day. Those who decide to attend 
seminars will select two of the 29 listed, 
plus two alternates in case their first 
choices are already filled. Another may 
attend the full eight conference ses- 
sions. Still another alternative is a 





World Trade Corp. 


. SELECTED PROGRAM: 


. ANNUAL BANQUET. 


9 a. m. 
2 pom 


EXHIBITS OPEN: 
8:30 a. m. to 6 p. m. 





ISM Program 


SUNDAY, OCTOBER 8 
. CHAPTER IMPROVEMENT CLINICS. 


MONDAY, OCTOBER 9 
. MAJOR WORLD ISSUES: 


. SELECTED PROGRAM: Panorama, Conferences, Seminars or Circle 
of Knowledge (see page 285). 


TUESDAY, OCTOBER 10 


Panorama, 
Circle of Knowledge (see page 285). 


WEDNESDAY, OCTOBER I1 
SELECTED PROGRAM: 
Circle of Knowledge (see page 285). 
OVERCOMING RESISTANCE TO CHANGE: 
WALLEN, Psychologist, Personnel Research & Development Corp. 
Monday, 10 a. m. to 6 p. m., Tuesday and Wednesday, 


Panorama, 


ARTHUR K. WATSON, President, 1BM 


Conferences, Seminars or 


Conferences, Seminars or 


Dr. RICHARD W. 
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combination program which allows at- 
tendance at one group of conferences 
and one seminar. Each seminar will 
start Monday afternoon and end Tues- 
day morning, then be repeated Tuesday 
afternoon and Wednesday morning. 

Circle of Knowledge roundtable dis- 
cussions, to be held concurrently with 
all programs, are for those who wish 
to participate in informal discussion 
groups without attending the formal 
seminar or meeting portions of the pro- 
gram. 

More than 25 leading manufacturers 
and exhibitors will display their prod- 
ucts in the grand ballroom and nearby 
rooms at the Statler-Hilton Hotel. 

There will be two general sessions. 
Monday, Oct. 9, at 9:30 a.m., Arthur 
K. Watson, president, IBM World 
Trade Corp., will deliver the keynote 
address on major world issues. The 
final general session, Wednesday, Oct. 
11, at 2 p.m., will hear Dr. Richard 
W. Wallen, psychologist, Personnel Re- 
search & Development Corp., tell how 
to overcome resistance to change. 
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Members of _ the 
1961 ISM com- 
mittee (left to 
right): Clyde Eck- 
ert, Gordon K. 
Baker, Melvin 
Eisel, Chairman 
George E. Garn- 
sey, Lawrence L. 
Melick and Donna 
Slater. 


Daniel C. Gillespie, Columbia Gas 
System Service Corp., Columbus, Ohio, 
has been named Systems Man of the 


(Continued on page 285) 


ISM EXHIBITORS 


Addressograph-Multigraph Corp. 
Allied/Egry Business Systems 
American Telephone & Telegraph Co. 
Burroughs Corp. 

Clarkson Press, Inc. 

Collins Radio Co. 

Curtis 1000, Inc. 

Dashew Business Machines, Inc. 
Diebold, Inc. 

Eastman Kodak Co. 

Farrington Electronics 

Friden, Inc. 

General Electric Co. 

International Business Machines Corp. 
Jonker Business Machines, Inc. 
K.L.A. Laboratories, Inc. 
Minneapolis-Honeywell Regulator Co. 
Minnesota Mining & Mfg. Co. 
National Cash Register Co. 

Radio Corp. of America 

Standard Register Co. 

Stromberg Div., General Time Corp. 
Uarco, Inc. 

Varilyper Corp. 

Xerox, Inc. 
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ONE CAN OR ONE CAR?... Thousands of telephone calls are 


placed during a routine business day—to place orders, register complaints and 
often to clarify illegible words from a recent letter. 


It would take a giant electronic brain to compute the dollars and hours spent on 
the phone between businessmen untangling the contents of correspondence. More 
often than you would imagine, it is unclear typing and smudged erasures that 
have caused the dilemma. Clean typewriters, filled with white, bright, strong 
PLOVER Bonn, the visibly better letterhead paper, produce letters you can be 
proud of. Erases neat as a pin. 


PLOVER Bonp will improve the appearance of your company’s letterhead—an im- 
portant part of your corporate image. Its uniform cockle finish promises sharp, 
accurate printing and brilliant color reproduction. 


Ask for, or specify, (whichever is your responsibility) PLOVER BoND — it will help 
reduce those phone calls — except the ordering kind. 


eur | VI] a 


B Vy 
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In the profe ssioval printing 
ficld ... where quality repro- 
duction is aq daily must ae yt TF 
has achieved a position of upi- 
SUPPASSE d le ade rsh ip. Now, 
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today’s necds in office du plicat- 
ing. The result: a line of Dik 
set duplicators that delive r 
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make any buying decision, 
compare with ATF, Write 
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We Let Our Sales Agents 


Write All Our Order Forms 


GEORGE R. CONOVER, Sales Manager, Westinghouse Dinnerware Dept., 


Bryant Electric Co., Bridgeport, Conn. 


HEN A CUSTOMER places a 
Melmac dinnerware order with 
us, he often wants delivery yesterday. 
We haven’t quite refined our produc- 
tion techniques to that extent, but we 


was full time in shipping). The savings 
more than paid for our first 25,000 
forms and we could afford to scrap the 
remaining old forms which included 
three different sets to do the three jobs 
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The greatest thing in 
carriages since babies 





We Let Our Sales Agents 
Write All Our Order Forms 


GEORGE R. CONOVER, Sales Manager, Westinghouse Dinnerware Dept., 


Bryant Electric Co., Bridgeport, Conn. 


HEN A CUSTOMER places a 

Melmac dinnerware order with 
us, he often wants delivery yesterday. 
We haven’t quite refined our produc- 
tion techniques to that extent, but we 
ship stock items the same day and mer- 
chandise not in stock within 48 hours 
after receipt of order. Our nine-part 
order form is designed so that any pos- 
sible combination of shape, color, pat- 
tern and composition of product can be 
ordered without extensive—and usually 
confusing—notations. This is necessary 
because we offer innumerable combina- 
tions of dinnerware. 

The same single form that initiates 
the order also controls production and 
shipping without duplication of effort 
or lengthy descriptions. Though most 
orders contain three or four items, our 
form contains space for 17, including 
special requests which now are handled 
routinely. Because the form is easier 
to work with, we have been able to 
transfer two of our six order service 
department clerks to more productive 
work. Another clerk is now dividing 
her time between the order service and 
shipping departments (she formerly 
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was full time in shipping). The savings 
more than paid for our first 25,000 
forms and we could afford to scrap the 
remaining old forms which included 
three different sets to do the three jobs 
we now do with one set. 

Cards are punched 25-30% faster, 
according to Joe Shay, head of data 
processing, because all necessary infor- 
mation is listed on the single form in 
exact key punch sequence. We feel we 
can double our volume of orders with- 
out adding clerical help to either order 
service or data processing departments. 
Presently, we are filling 1500-2000 
orders per month from 500 to 600 cus- 
tomers. This is only one function of 
our plastics department which also 
makes custom moldings for Westing- 
house: frypan and iron handles, toaster 
bottoms, meter parts, etc. 

Bryant Electric Co., which is over 
80 years old, also fabricates and assem- 
bles wiring devices and related prod- 
ucts for the electrical industry. In the 
top third among 22 molders and 14 
brand names, we molded our first mela- 
mine dinnerware for the British during 
Worid War 11. This developed into a 
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high quliy WEBSTER 
CARBON PAPERS 


Exclusive, Uncoated Numbered Edge makes carbon handling . 
easier and cleaner. It insures you neatly typed, even carbons 
every time. 


Stays Flat even in extreme temperatures. Each sheet is spe- 
cially treated to insure smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. You’ll get crisp, 
clean results whatever your typing requirements. 


And Webster offers you a variety of other high quality dupli- 
cating supplies: typewriter ribbons in cotton, nylon and silk for 
all typewriter makes; office machine ribbons for most types of 
adding, accounting, tabulating and addressing machines; 
carbon paper rolls, spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument oil, and dupli- 
cating fluid. 


At better office equipment dealers everywhere — make it 
clear you want , 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a ‘‘Time-Saver’’ courtesy carbon copy 
F. S. Webster Company ¢ 8 Amherst Street ¢ Cambridge, Mass. 
For More Information Circle No. 243 





New A. B. Dick AZOFAX 
PROCESS turns a sheet 
of lightweight paper (and 
the data written, typed, 
drawn or printed on it) 
into a duplicating master 
in 4 seconds-automatically. 
Cuts cost of duplicated 


copies to less than %¢ each. 


Profit S 
and reduce 


ALL CAN PUT AZOFAX 
TO PROFITABLE USE 


OFFICE MANAGE- 
MENT can cut the cost 
of printed forms, the size 
and cost of multi-part 
carbon sets—and free 
office personnel from 
the work of actual master 
preparation. 


SYSTEMS AND PRO- 
CEDURES can simplify 
and lower cost of exist- 
ing One-writing paper- 
work methods—get all 
copies needed of output 
from teleprinters, tabu- 
lators and computers. 
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ENGINEERING can 
speed specification and 
change paperwork—and 
eliminate costly over- 
loads on diazo and 
whiteprinters. 


Many managers 
are already evalu- 
ating the many 
ways in which 
Azofax can fit 
their plans to sim- 
plify paperwork, 
increase efficiency 
and reduce oper- 
ating costs. You 
can, too. Send this 
coupon for your 
literature by re- 
turn mail. 


A-B:DICK 


DUPLICATING PRODUCTS 


A.B. DICK and AZOFAX are trademarks of A. B. DICK Company 





(This coupon is self-mailing. Cut along-dotted 
line; fold in middle on heavy line. Staple, 





First Class 


Permit No. 1877 
Chicago, Ill. 





} 
| 
} 





BUSINESS REPLY MAIL 


No Postage Stamp Necessary if Mailed in the United States 





A. B. DICK COMPANY 


POSTAGE WILL BE PAID BY 
8700 West Touhy Avenue 


| 


FOLD HERE 


tape, or glue bottom—then mail.) 


HAVE THIS SELF-MAILING COUPON READY FOR NEXT 


MAIL PICK-UP—nbd postage necessary 


Please send Azofax literature by return mail. 














ADDRESS 


Chicago 48, Illinois 


ZONE. SiAlT. 








Some items from the Howell contract line 


What Howell does for dining... wedetnis: 


we create elegance and make it easy to live with. This means table tops 


of easy-to-clean, tough-to-damage plastic in handsome wood grains and 
colors. Sturdy bases with good leg clearance. Lightweight, slim-lined 
chairs framed in satin chrome or BRONZTONE tubular steel tapered and 
tailored in a variety of styles. Sleek Naugahyde or your choice of 
custom upholsteries with polyfoam cushioning. Stacking chairs that 


roll easily on dollies. All this is why the Howell contract line is 


serving so well in so many fine 
dining rooms—so beautifully. Ha) m O)]| | - [| 
modern metal institutional furniture 


434 South First Street * St. Charles, Illinois 
For More information Circle No. 410 
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REMIT 70: 
DINNERWARE DEPARTMENT ge’ BRYANT ELECTRIC CO. 
1105 RARROAD AVENUE BRIDGEPORT 2, CONNECTICUT BRIDGEPORT 2, CONN. 3/20/61 


POM WESTINGHOUSE UGE ONLY 





ote 
CATE OF ORDER [CUSTOMER ORDER NG - errs 


6/20 |c 738 


NET 30 DAYS At once 





ATE REGIMES NUGICE NO | "ite Riek NO 


AGE 
1 





WWATTE SAME ih CHARGE TO BOR W SAME AS StF 


Same 


> 


John Smith 
1265 Blueberry Lane 
Malden, Mass. 


NOTE INSTRUCTIONS FOR USING THIS FORM 
t. FRA OUT ITEMS OVTINES IH BOLD LINEA 


2. Ww ST GESCRIPTIGN™ COLUMN SEE THE REVERSE S1OE OF FORM FOR 
MS TRUCTIONS 


€ LAST TWO COPIES OF GRDER BEFORE MAMING TO WESTINGHOUSE 
z GIQWER RETAIN BUFF COPY FOR YOUN HEC ORDS 


FOR WESTINGHOUSE USE ONLY 





12 setp 16-3188 


12 setp 16-3189 


Via Best and Chea; 














PAC RAGE 


10904=bD2 


640A Cast 
641 |Cast 
643 Cast 
612 Cast 


i 
} 


| 
i 
i 




















RESO BRIDGEPORT 2, CONN, 
va 





@ PF. Andrews 














ia 


TRANS, CHARGES 











PLEASE TYPE OR PRINT WITH BALL POINT PEN. PROPER USE OF THIS FORM WILL MEAN BETTER SERVICE TO CUSTOMERS. rs 
SHIPPING 


Original of the nine-part order form which is written by the sales representative who 
fills in practically all the information needed to produce and ship the order. 


big industry following the war and in 
1957 we opened a drive to capture a 
major share of the consumer plastic 
dinnerware market. We offer three 
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basic shapes—Calais, Darien and New- 
port—plus a line of heavy duty com- 
mercial ware. Our 33 sets come in five 
colors and 19 patterns, and we also fill 
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DIEHL V Model...a fundamental 
advance in the capabilities 


of automatic calculators. 


@ Unique mechanisms select the fastest 


way to solve any multiplication. 





@ Unequalied simplicity of 


operation delivers swift, sure 


answers with automatic decimals. 


the way to FASTER RESULTS 





@ New versatility and convenience 


give you superior performance in every 


DIEHL 
Supermatic V 
Calculator 


application. 


@ Diehl's precision engineering guarantees you 


years of pertect operation. 





Can any other calculator 


offer the efficiency 


DIEHL CALCULATING MACHINES, INC. 
527 Madison Avenue 
New York 22, N. Y. 


and precision of the 


new DIEHL V? 


Weill ann eed iene wlan © send full information immediately! 


Have representative call to 


provide the answer. arrange free demonstration. 


Send coupon today. 


Name 





Address 
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When nine-part order form is prepared 
by a Bryant representative, it contains 
practically all information needed to pro- 
duce and ship the order. 


At Bryant, form is edited to see if data 
is complete and correct, and if items or- 
dered are in stock. 


A copy of form goes to production depart- 


ment where summary is 
factory. 


prepared for 
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special orders. Our 45-piece sets con- 
tain ten basic pieces. 

Formerly, we accepted orders di- 
rectly from the customer and they came 
in all shapes, sizes and forms. We had 
to retype them and make out separate 
bills of lading and shop orders. To 
complicate matters, we packed sets 
ahead of time, hoping to foresee de- 
mand. Then, when a special order 
arrived, we were forced to make it up, 
with considerable additional paperwork 
because 50% of our business is special 
orders. 

Now we pack sets in assembly-line 
fashion from bulk amounts in “banana” 
boxes, after orders are received. Sup- 
plies of our nine-part Zipset order 
forms, designed and supplied by Stand- 
ard Register Co., Dayton, Ohio, are 
sent to our 20 manufacturers’ repre- 
sentatives across the country. On mak- 
ing a sale, they fill out the form fol- 
lowing the printed instructions on its 
front. In writing the set description, 
representatives refer to a code printed 


(Continued on page 266) 


The author poses in front of a display of 
Melmac dinnerware. Bryant is a subsid- 
iary of Westinghouse Electric Corp. 
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Just push the button . . 


. get a print in seconds 


the RECORDAK READER-PRINTER 


For fast, convenient reference to microfilm and printmaking whenever needed 


In seconds the versatile RECORDAK Reader- 
Printer gives you a sharp and photo-exact 
paper copy of any document on 16mm or 
35mm _ microfilm, whether in roll form, 
acetate jacket, or aperture card. 
Operation is completely automatic from 
the instant Print Button is pushed. Just 
pick up the trimmed, ready-to-use print. 
Cost is about 9¢ for photographic paper 
and chemical. 
Special features include: 
e Microfilm images can be viewed right 
side up regardless of how they are 
positioned on the film, 


e@ Full line of accessory lenses of mag- 





nifications between 11x and 34x avail- 
able. The Recorpak Reader-Printer 
comes with lens of your choice. 
One-year service at no extra charge os. aN 
important extra backed up by a nation- 
wide service organization. 

Write to Recordak Corporation, 415 

Madison Ave., New York 17, N. Y. 


SRECORDERK’ 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming— 
now in its 34th year 


IN CANADA contact Recordak of Canada Ltd., 
Toronto 


For More Information Circle No. 297 
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16th Annual National Business 


Forms Associates Meeting in 
Florida, October 23-25 


HERE WILL BE no exhibits at the maintain suites and rooms in which 

16th Annual Conference of the they will display and discuss their prod- 
National Business Forms Associates, ucts during the entire convention. 
Americana Hotel, Bal Harbour, Fila., Several important clinics are planned 
Oct. 23-25. Instead participating manu- as part of the program. A sales pro- 
facturers, as associate members, will motion clinic will be presided over by 





NBFA Conference Program 


MONDAY, OCTOBER 23 


9:30 a.m. BUSINESS MEETING. 
11 a.m. A DIFFERENT METHOD OF MERCHANDISING FORMS: Joun 
RanpDALL, Specialized Printed Forms, Inc., Caledonia, N. Y. 


TUESDAY, OCTOBER 24 


9 a.m. SALES PROMOTION CLINIC: Gene Fireoven, Girard Business Forms 
Co., Bala-Cynwyd, Pa. 

11 a.m. THERMO-FAX SYSTEMS PAPER: Cuar.es Hann, Minnesota Mining 
& Mfg. Co., St. Paul, Minn. 

Neon SALESMANSHIP, WituiaMm Gove. 

2:30 p.m. NEW PRODUCTS CLINIC: Dan McKay, Business Forms Service, 
Detroit, Mich. Presentation of Plastic Plates for High-Speed Printers, 
J. C. Adams, Remington Rand Div., Sperry Rand Corp., New York. 
Presentation of IBM 1401 Computer. 


WEDNESDAY, OCTOBER 25 


ADVANTAGES TO THE CUSTOMER—DEALER vs. DIRECT 
REPRESENTATION: Jack Keys, Keys Printing Co., Greenville, S. C. 
. VALUE OF REGIONAL MEETINGS, Rocer Witners, Indiana Busi- 
ness Forms Co., Indianapolis, Ind. 
. BUSINESS MEETING. 
SERVICING THE CUSTOMER, Denny Moore, Moore Bros. Forms & 
Systems, Orlando, Fla. 
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SPECIAL 











A HANDSOME 2 PEN NOBLOT DESK SET WITH JET BLACK BASE 
PLUS % GROSS OF MONGOL PENCILS WITH DIAMOND STAR’LEAD 
See what this Combination Package holds for you: 

HANDSOME TWO-PEN NOBLOT DESK SET. Anew 1/2 GROSS MONGOL PENCILS WITH NEW “DIA- 
concept in desk ball pen design and economy MOND STAR" LEAD, Choice of 2 or F Degree. 

Keeps ball pens on the desk—where they belong! Unbelievably long writing mileage! 


j ! 
Full-length 534” NOBLOT replaceable ink Exceptional point strength! 
cartridges! Silky smoothness! 


Two chrome-trimmed NOBLOT pens: blue ink, Jet black writing! 
red ink! Uniformity of degree! 
A necessity for every desk! Famous Pink Pearl eraser! 


Don't miss this opportunity to stock up on quality pencils and acquire handsome desk sets for your 
office—both for one low price! See your stationer for this outstanding combination package now! 


SINCE 1849 


@ EBERHARD FABER 
pil a QuallG am 
Whlikes-Barre, Pennsy!ivanta-New York-Toronto, Canada 


For More Information Circle No. 308 
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A Brainchild 


“$125! How good can it be?” 


For More Information Circle No. 330 
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You can’t blame a businessman who pays 
$500 to $1,000 for an office calculator for 
being skeptical about what he can get for 
$125.* And for looking twice at our Brain- 
child that claims to do just about everything 
the big, expensive machines do...and.a 
couple of things they can’t. 

The big machines add, subtract, multiply 
and divide. 

So does the Bohn Contex. 

The expensive machines give a running 
total, include an automatic decimal indicator 
and hold a constant. 

So does the Bohn Contex. 

Now here’s what the big, expensive calcu- 
lators can’t do. 

They can’t double as high-speed 10-key 
adding-subtracting machines. 

The Bohn Contex can. 

They can’t be operated by anyone after 
just a few minutes instruction. 

The Bohn Contex can. 

Most important of all, the Bohn Contex 
is the first compact, 10-key calculator that’s 
truly portable. Brainchild of top inter- 
national designers, it weighs only six pounds 
and is no bigger than your telephone. Slips 
into a briefcase and goes to work anywhere. 
Executive office, accounting department, out 
in the field, on business trips, plane, train, 
home... anywhere. 

Businessmen, salesmen, engineers, archi- 
tects, students, housewives find the Bohn 
Contex the easiest, fastest way to figure bills, 
invoices, percentages, extensions, estimates, 
income tax... 

All this for $125*! No wonder they were 
skeptical. 

For hour-after-hour use, there’s the Bohn 
Contex Electric. Same size, same features, 
but greater speed and ease because the 
motor does the work. Only $235.* 

Borrow a Bohn Contex and see for your- 
self how good it can be. Any dealer listed 
on the right will lend you a hand (or 
electric) model. 

If the dealer in your city is not listed, or 
you’re not in a borrowing mood, just mail 
the coupon. 


*PLUS F.E.T. CARRYING CASE $14.95 


Akron, Summerville’s * Amarillo, Russell Stationery 
* Atlanta, DeKalb Office Equip. * Bakersfield, Valley 
Office Supply * Baltimore, Lucas Bros. * Birming- 
ham, Standard Duplicating Machines ¢ Boston, 
Thorp & Martin * Bridgeport, Frank McGuire * Buffalo, 
Office Automation * Charlotte, Pound & Moore °* 
Chicago, Horder's * Cincinnati, Pounsford's °* 
Cleveland, Broome Bus. Mach. * Columbia, R. L. 
BryanCo. * Corpus Christi, Maverick-Clarke * Dallas, 
S. L. Ewing * Denver, Kistler’s * Des Moines, Berry- 
Myron * Detroit, Macauley's * El Paso, Office Service 
Center * Evansville, Smith & Butterfield * Ft. Wayne, 
Needham’s * Ft. Worth, Specialty Service * Fresno, 
Stanton Office Machine * Greensboro, S. T. Wyrick 
* Hartford, Plimpton's * Houston, Maverick-Clarke 
¢ Indianapolis, Rex Bus. Mach. * Jackson, Miss., 
Office Supply Co. * Kansas City, Kansas City Loose 
Leaf * Los Angeles, Office Machines Inc. * Long 
Beach, Calif., California Calculator * Louisville, 
Fetter's * Lubbock, Hester's * Madison, Blied ¢ 
Memphis, S. C. Toof * Miami, Accurate Bus. Mach. 
* Milwaukee, Clark Bus. Mach. * Minneapolis, Farn- 
ham’s * Mobile, Len Meyer * Newark, New Jersey 
Office Supply * New Haven, Edward Granfield * 
New Orleans, Amann Bus. Mach. * New York, Bohn 
Duplicator Co.; Collister Corp.; Mineola, L. I., 
D. Waldner * Newport News, Geo. L. Smith * Oak- 
land, Win Phillips * Omaha, Bishop Bus. Equip. 
* Orlando, George Stuart * Palo Alto, Delmer Israel 
* Pasadena, Anderson Typewriter * Paterson, Pitch- 
er's * Peoria, Acme Cash Register * Philadelphia, 
Pomerantz * Phoenix, Heinze, Bowen & Harrington 
¢ Pittsburgh, Milton Wiener * Portland, Oregon 
Typewriter * Providence, Office Appliance Co. ¢ 
Rochester, Dunphrey Duplicating * St. Louis, Von 
Soosten & Co. * Salt Lake City, Salt Lake Desk 
* San Antonio, Maverick-Clarke * San Diego, Nelson 
Bus. Mach. * San Francisco, Quality Office Mach. 
* San Jose, Kennedy Bus. Mach. * San Juan, Real 
Hermanos * Santa Ana, Tiernan’s * Seattle, J. K. 
Gill & Lowman-Hanford ¢* Sioux City, Standard 
Office Equip. * Spokane, John W. Graham * Stock- 
ton, Turner Bus. Mach. * Tacoma, Allied Bus. Mach. 
* Toledo, Toledo Bus. Mach. * Trenton, Valentines 
* Washington, D. C., Ginn’s, Stockett-Fiske * Wil- 
mington, Hilyard’s * Winston-Salem, Hinkle’s 
* Worcester, Mass., G. E. Stimpson * In Canada, 
Scandinavian Bus. Mach., Montreal 


pe Duplicator Company, Dept. W-10 
| 444 Park Avenue South, New York 16, N. Y. | 


Send detailed specs” on your Brainchild (manual 
0 electric. [ Send name of nearest dealer. 


NAME 





FIRM 





. ADDRESS 








Bohn Contex Calculator 


For More Information Circle No. 330 
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Gene Fireoved, Girard Business Forms 
Co., Bala-Cynwyd, Pa., Tuesday morn- 
ing, Oct. 24. 

That afternoon will see a new prod- 
ucts clinic with Dan McKay, Business 
Forms Service, Detroit, presiding. This 
will be followed by a demonstration of 
new plastic plates developed for high 
speed printers by J. C. Adams, Rem- 
ington Rand Div., Sperry Rand Corp. 
There also will be a demonstration of 
the IBM 1401 computer. 

The clinic Wednesday morning, Oct. 
25, will be on dealer advantages to the 
customer, as opposed to direct repre- 


PARTICIPATING 
MANUFACTURERS 
AT NBFA MEETING 


Adams Bros. Salesbook Co. 
Bedinghaus Business Forms Co. 
Beekley Corp. 

Bonnar-Vawter, Inc. 

Clarkson Press, Inc. 

Colonial Pay Systems 
Comptometer Business Forms 
Computer Printing Corp. 

Data Forms, Inc. 

DeMarco Business Forms, Inc. 
Ennis Business Forms, Inc. 
Eveready Manifold Corp. 
Forms, Inc. 

Frye Mfg. Co. 

Arthur J. Gavrin Press, Inc. 
General Multi Forms Sales Co. 
Philip Hario Co. 

International Business Forms, Inc. 
Jordan Business Forms Co., Inc. 
Knuth Bros. 

Laurie Advertising Agency, Inc. 
Manifold Business Forms Co. 
National Carbon Coated Paper Co. 
Rogersnap Business Forms 
Rotary Business Forms, Inc. 
Rotary Forms Press, Inc. 

Rowan Printing Co. 

Royal Business Forms, Inc. 

C. E. Sheppard Co. Division 
Shumate, Inc. 

Southern Paper Industries, Inc. 
Specialized Printed Forms, Inc. 
Standard Business Forms, Inc. 
Star Forms, Inc. 

Stevenson & Smith, Inc. - 
Transkrit Corp. 

Watts Business Forms Division 
Western Paper Goods Co. 
Woodbury Press, Inc. 


DON BARR 
NBFA President 


ROBERT 
EBERHARDT 


Ist Vice President 


KARL 
EDELMAYER 


2nd Vice President 


sentation, by Jack Keys, Keys Printing 
Co., Greenville, S. C. 
Other talks scheduled 


include, “A 
Different Method of Merchandising 
Business Forms,” John Randall, Spe- 
cialized Printed Forms, Inc., Caledonia, 
N. Y., Monday, Oct. 23; “Thermo-Fax 
Systems Paper,” Charles. Hann, Minne- 
sota Mining & Mfg. Co., St. Paul, 
Tuesday, Oct. 24; “Value of Regional 
Meetings,” Roger Withers, Indiana 
Business Forms Co., Indianapolis, 
Wednesday, Oct. 25. 

Business meetings will be held both 
Monday and Wednesday, with the an- 
nual banquet, Wednesday. 
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SHELF FILING? 
DROP FILING? 


; BOTH IN 
ROLL OUT onserv-a-File* 


ms 


IX by SUPREME 


A new dimension in 
Vertical Filing Systems. 
It rolls out in less than 
half the distance needed 
for drawer files. Yet 
lets you see and reach 
every record. From the 
front, from the 
side, from the top! 
Doesn‘t waste space. 
Better than a drawer! 


Now your clerks drop file. 
Fast! Now transfer your old 
records, Fast! Without new 
folders, without addressing 
new side tabs. Simply! 





Now you profit from high 
activity filing ... and the 

50 per cent (and more) floor 
space saving that Conserv-a- 
file gives you! Remember — 
just one 7-tier Conserv-a-file 
equals 9'2 drawers in 
conventional filing cabinets! 


Available in a 
variety of models. 
Shipped set up. 
(Knocked down 
units on special 
order only.) 


*Patents Pending 


7 = SUPREME STEEL EQUIPMENT Cone. 


fs 50th St. & Second Avenue — Brooklyn 32, N. Y. 
opyrignt 1961, Supreme Steel Equipment Corp. For More Information Circle No. 244 
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New Teletype 
1000-speed tape units 


Here are two new units that offer the advantages of punched 
paper tape at 1000 words per minute—and combine traditional 
Teletype dependability with design simplicity and relatively low 
cost. Used together, the CX reader (left) and BRPE punch (right) 
are ideal for tape-to-tape communication of bulk message or sta- 
tistical traffic via the new Data-Phone service. The reader and 
punch may also be used individually for communicating data to 
or from computers, and other devices associated with data proc- 
essing, telemetering and similar communications functions. 


These high-speed units operate on a parallel-wire signal path, 
in either transistorized or vacuum tube circuits. For serial trans- 
mission over conventional voice channels, signals can be converted 
by external facilities. A pulse generator, adjustable through a full 
360 degrees, triggers the external signal storage and provides op- 
timum synchronization of intelligence transfer. 


Tape Reader—Will read chadless or fully perforated tape, in 
\lig”, 7¢” or 1” tape widths. Includes a set of auxiliary timing con- 
tacts that operate simultaneously with the sensing pins and assure 
accurate synchronization with associated transmitting equipment. 
Dimensions: 5” high, 6” wide, 11” deep. Models available for read- 
ing 5, 6, 7, or 8 level codes. 
Tape Punch—Produces fully perforated tape. Equipped with 
“low tape” warning mechanism which can be wired to external 
alarms. Tape container designed for easy access. Dimensions: 12” 
high, 8” wide, 1614” deep. Available in two models—one for punch- 
ing standard 5-level communications code (!!i" tape); the other 
adjustable for punching 6, 7 or 8 level codes (7,” or 1” tape). 
Teletype Corporation manufactures this equipment for the 
Bell System and others who require the utmost reliability from 
their data communications facilities. For free descriptive literature 
on the CX and BRPE units, write Teletype Corporation, Dept. 
37K, 5555 Touhy Avenue, Skokie, Illinois. 


CORPORATION © suasioiany of Western Electric Company INC 


For More Information Circle No. 235 
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DASHEW EQUIPMENT IS THE KEY 
TO SPEED AND ACCURACY IN 
SOURCE DATA PREPARATION... 
MAKES YOUR SYSTEMS MORE 
EFFICIENT, ESPECIALLY IN THE 
AREA OF REPETITIVE WRITING. 


Self-copying embossed and/or code punched metal and plastic plates keep track 
of people and things. 


Electronic and manual embossed plate imprinting equipment...lowest cost 
addressing systems. 


Introducing The New Printapunch os New Readers for 
... A Source-Punch Imprinter. / Input Applications 
Can be used for practically any Ai 3 = Low cost instal- 
: -—.. 


application, in any industry, to lations—punched 
create at the source an im- 


printed and code-punched AS fo jg a 
business form ready for data readers 
processing. ; 


TO GET MORE INFORMATION ON DASHEW METHODS, 
WRITE TODAY. PLEASE SPECIFY INTEREST. 


Offices and Service Bureaus in Principal Cities 


DASHEW BUSINESS MACHINES, INC. 


3605 Lenawee Ave., Los Angeles 16, Calif. - Cable Address: Dashews 
For More Information Circle No. 317 
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How Union News Co., New York, controls and analyzes cash received daily at its 
2000 retail outlets is described in article on page 128. 





ore i dash am da-ssle lf 
Tamm eoyeilet—mer-lencelest-halela) 
including data processing. 








Policy Data on Punched Cards 


FREDERICK C. ALLGEIER, Manager, Stock Records Dept., 
Suburban Propane Gas Service Corp., Whippany, N.J. 


N ADMINISTERING personnel 

policies, one area, because of local 
ground rules within the principal frame- 
work of overall company rules, lends 
itself rather neatly to a punched card 
procedure. Properly set up, the flexi- 
bility of a punched card policy file will 
go a long way toward clearing the con- 
fusion which accompanies variations in 
policies in separate locations. Estab- 
lishment of such a file requires that an 
outline of the basic information de- 
sired be agreed upon. This results from 
close coordination between data proc- 
essing and personnel departments. 

As an illustration, we will explain 
the preparation of a payroll data sheet. 
Assuming several dozen locations with 
different local customs—for example, 
holidays. A section of the final policy 
would be assigned to the holiday sub- 
ject. A header card, standard for all 
locations, would show the word “Holi- 
days” and each location’s authorized 
number of days would be punched. 
Beyond this header, the punched cards 
detail the specific holidays by name. 
When printed this section appears as 
follows: 

HOLIDAYS—8 

New Year’s Day 
Washington’s Birthday 
Patriots’ Day 
Decoration Day 
Independence Day 
Labor Day 
Thanksgiving 
Christmas 


Obviously there would be a set of 
cards for each location and any changes 
in authorized holidays could be readily 
adjusted by replacing or adding cards. 

Considering the field of variations in 
wage rates of different locations, con- 
tracts, etc., the system’s advantages be- 
come even more obvious. For ex- 
ample, night bonus rate would appear 
as follows: 

CLERICAL CLERICAL PRODUCTION 
FEMALE ALE MALE 
NIGHT BONUS None .026 .034 
or variations in vacation plan as: 
VACATION POLICY Planl Plan2 Plan 3 
3.00 


and union dues requirements as: 
UNION DUES None 00 


From these examples it can be seen 
that a change in, let us say, the night 
bonus rate of male production em- 
ployees in one location would only re- 
quire repunching one card and the poli- 
cies appropriate to the specific location 
could be relisted on the tabulator. This 
is in contrast to the manual method 
where policy sheets must be retyped, 
often for several locations governed by 
the same policy on the subject. 

The method of reproducing this pol- 
icy data sheet would be governed by 
the number of copies required. The 
date of issue, however, should never be 
overlooked and can be printed by emit- 
ter so that, right or wrong, the latest 
policy is easily maintained to pro- 
vide accurate, readily updated data 
sheets which would justify their small 
cost in the elimination of misunder- 
standings with regard to current prac- 
tices. 
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SPECIAL NOTAT! 


NO CREOIT GIVEN FOR PREVIOUS COMPANY SERVICE 


A payroll data sheet written by machine from punched cards. 
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A Census 
of 


Computers 


General Purpose Digital Computer Systems (Transistor) 
Manufacturer Computer Delivered On Order 
Under $2,000 Monthly Rental 
Autoneticst Recomp Il 75 

Recomp Ill 0 
Control Data CDC 160 & 160A 50 
IBM IBM 1620 255 
Monroe Monrobot XI 19 
National Cash National 390 3 

National 310 4 
Packard Bell PB 250 22 
Royal McBee RPC 4000 17 


Under $12,000 Monthly Rental 
Burroughs 251VRC 
General Electric 225 

IBM IBM 1401 
Minneapolis Honeywell Honeywell 400 
National Cash National 315 
RCA RCA 301 
Remington Rand Univac 80 & 90 
Royal McBee RPC 9000 


$12-25,000 Monthly Rental 
Bendix Bendix G20 
Burroughs B5000 
Minneapolis Honeywell Honeywell 800 
IBM IBM 7070, 7072 
& 7074 

IBM 1410 
National Cash National 304 
RCA RCA 501 


$25-75,000 Monthly Rental 
Control Data CDC 1604 
IBM IBM 7080 
IBM 7090 
Philco Philco 2000 
RCA RCA 601 
Remington Rand Univac 1107 
Univac Ill 
Univac 490 
Sylvania Sylvania 9400 
Over $75,000 Monthly Rental 
IBM Stretch 
Remington Rana Larc 


Total Transistor Computers 1595tt 


+ As of Jan., 1961; updating unavailable. +t141% increase over Jan., 1961. 
* For in-company installation. 
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General Purpose Digital Computer Systems (Vacuum Tube) 


Manufacturer 


Computer 


Large-Scale ($1 Million or More) 


Burroughs 
IBM 


Minneapolis Honeywell 
RCA 


Remington Rand 


Burroughs 220 49 
IBM 701** 4 
762°* 6 
704 95 
705&705 ill 160 
709 35 
Datamatic 1000** 7 
Bizmac |** 1 
Bizmac I|* * 4 
Univac Sc. 1100* 43 
Univac I** & II** 70 


Medium-Scale ($500,000 to $1 Million) 


Alwac 
Bendix 
Burroughs 
IBM 


Remington Rand 


Underwood 


Small-Scale 
Alwac 


Bendix 
Burroughs 
Idaho-Maryland 
IBM 


National Cash 
Royal-McBee 


Alwac III-E (tapes) 

G-15 (tapes) 

205 (tapes) 

650 (tapes and/or 
Ramac) 

Univac File 
Computer 

Elecom Series* * 


Alwac II** & IIl** 
Alwac III-E 

G-15 (no tapes) 

205 (no tapes) 

Readix** 

650 (card) 925 
305 Ramac 1005 
National 102** 30 
LGP-30 430 


Delivered On Order 


— 
olooa 


onooo|!] 


More general pur- 
pose computers are 
now on order than 
have been produced 
and installed in the 
last 15 years. Over 
7000 are expected to 
be delivered during 
the next 24 months, 
according to the 
semiannual com- 
puter census in the 
ADP Newsletter of 
John Diebold & As- 
sociates, Inc., New 
York. Installation 
rate of solid state 
computers rose 
141% since January. 
The census indicates 
that 5371 computers 
had been delivered 
by June 30. Of 
these, 3776 have 
vacuum tubes and 
1595 are _ transis- 
torized. There are 


Total Vacuum Tube Computers . - Srret 
* Does not include Univac 1107. ** No longer in production. 
+ 2.4% decrease from Jan., 1961. 


now 91 fewer vac- 


uum tube systems in 
Miscellaneous Digital Computers operation than there 
Computer Delivered On Order 


Burroughs E-101 & E-103 140 35 were in January, a 
Clary DE 60 18 7 decrease of 2.4%. 
IBM IBM 604 4800 Desk type units in- 
607** 550 creased 115%; me- 
vl 30 dium systems (rent 
609 & 609B-1 210 ee eee ee 
610 150 ing from $12,000 to 
Monrobot IX 105 $25,000 per month) 
Univac 40, 60 were up 111% and 
& 120 large system deliv- 
eries gained 112%. 





Manufacturer 


Monroe 
Remington Rand 


1000 
4 


Underwood 100** 


7007tt 


tt 3.8% increase over Jan., 1961. 


Total Miscellaneous Computers 


** No longer in production. 
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Chain’s Cash Control System 


SYSTEM for controlling and ana- 
lyzing cash received at the 2000 
restaurants, newstands, gift shops and 
drug stores of Union News Co., New 
York, a division of American News 
Co., uses a coupler which links a card 
punch to a bookkeeping machine. Daily 
bank deposits are made locally at ap- 
proximately 2000 business locations. 
Withdrawals are made only by the 
cashier’s office. Every week, each lo- 
cation sends a report to the main office 
accompanied by authenticated deposit 
slips. 
For each weekly report, the cashier’s 
office makes out a pink cash received 
slip, indicating the total amount. The 


bookkeeping department fills in the dis- 
tribution on the pink slip, breaking 
down the net cash figure into sales 
cash, union dues, security, shortage, 


payroll advances, unclaimed wages, etc. 
Pink slips are accumulated and given 
to operators of National Cash Register 
Class 31 bookkeeping machines for au- 
tomatic card punching of date, division, 
operation and amount. The sole pur- 
pose of this operation is to punch 
cards. No key punch operator is needed 
and the pink cash received slips are 
released for use sooner than if cards 


were punched manually. 

Cards are tabulated weekly, listing 
the date, week ending, division, opera- 
tion and amount. Total amounts must 
agree with the predetermined totals. 
When weekly totals are posted to sales 
ledgers for cash control at operations, 
the grand total of cash received for the 
week shown on the tabulation must 
agree with the cashier’s record of bank 
deposits. 

David Cohen, controller, American 
News Co., planned the system to ob- 
tain monthly voucher register distribu- 
tion. While the vouchers payable are 
being prepared on the accounting 
machine, card punch automatically 
punches distribution cards. R. Zinger, 
general auditor, installed the system, 
and added an expense-saving idea. By 
sorting punched journal entry cards 
into the voucher register, one complete 
posting operation is eliminated. 

As invoices are received they are 
sorted, arithmetic is verified, and usual 
auditing steps are performed. Then in- 
voices are filed by vendor until the 
end of the month, when the voucher 
section checks the audited invoices 
against statements, reconciles them, and 


David Cohen (left), 


controller, 


Ameri- 


can News Co., and 
R. Zinger (right), 


general 


auditor, 


Union News Co. 
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WHY TALLY READERS AND PUNCHES TALK EASY 


he 


You can talk to Tally punched tape readers and 
perforators with less input and output logic than 
any other equipment on the market. You can talk 
to Tally equipment faster. With only one com- 
mand, your Tally reader will read and advance; 
your Tally perforator, punch and advance. You 
can read or punch 5, 6, 7, or 8 channels without 
modification. Oil mist lubrication provides whis- 
per quiet operation. Their engineered simplicity 
means long term reliability. 

Tally perforators operate asynchronously at 
any rate up to 60 characters per second. Their 
unique wire clutch drive lets you vary speed for 
slaving to other equipment, simplifying design 
of logical systems. Prices for perforators start at 
$1,000 


PS. Problems in making complex programming 
tapes? Call us, we’re making 4 to.16 channel 
guaranteed error-free punched tapes for many 
missile and satellite programs. 


a 


Tally readers feature a reading rate of 60 
characters per second in either direction, instantly 
reversible for rapid search and select. They have 
triggered tape feed readout with the rate con- 
trolled by external equipment. Full accountability 
is furnished by the Form C switch which provides 
positive hole/space sensing. Reader prices begin 
at $595. 


Special Tape Systems Available 


On request, Tally engineers will be happy to 
review your product requirements for special 
tape readers, perforators and reader-perforator 
systems. Please address Dept. 152 


TALLY 


REGISTER CORPORATION 
1310 Mercer Street 
Seattle, Washington 
Phone: MAin 4-0760 


For More Information Circle No. 245 
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Burroughs Corporation 
announces another 


.-* 


Vas ©, | 
Bimat| 


7 * 


series of eleetroni¢ data processing systenis 


with every intention 
Of making you dissatisfied 
with the system you now have 


They are powerful, high-speed electronic computer sys- 
tems inthe low price range. More automatic and completely 
balanced, they deliver a significant increase in produc- 
tivity. Present programming time and expense are 
reduced to a minimum through a powerful new library 
of service routines and a high-speed assembler.- They 
accept the same media you’re using now — punched cards, 
magnetic tape or Magnetic Ink Character Recognition. 
One of the four typical B 200. systems pictured here will 
be sure to satisfy your needs for faster, more simplified 
automatic data processing and the management data that 
will help you operate your business more 
e)aesihec te) Aaa he) am bebievucet-Lalevemertl meletam lore! 
office or write Burroughs Corporation, 


Detroit 32, Michigan. Burroughs TM 





Burroughs Corporation 


For More Information Circle No. 312 
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PUNCHED CARD ELECTRONIC COMPUTER SYSTEM 


B 260 combines collation, computation, summarization and hard-copy 
preparation all in one run. 











PUNCHED CARD/MAGNETIC TAPE ELECTRONIC COMPUTER SYSTEM 


B 280 functions independently or can operate as a satellite to large- 
scale computers. 














PUNCHED CARD/MAGNETIC TAPE ELECTRONIC COMPUTER SYSTEM 
with Magnetic Ink Character Recognition 

B 270 provides highest speed MICR processing at lowest cost for 
financial applications. 








PUNCHED CARD AND LEDGER RECORD ELECTRONIC COMPUTER SYSTEM 
with Magnetic Ink Character Recognition 


B 250 is unique in handling commercial or financial applications where 
unit ledger records are desired. 


For More Information Circle No. 312 
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CHECK UP 
ON'YOUR CHECKS! 


MAGNETIC, MARGINSORT, PEG BOARD, PANTOGRAPH, SYSTO-CARB 
and BUSINESS MACHINE CHECKS, in all standard colors, are available 
for fast delivery from the “NATION’S MOST COMPLETE SUPPLIER” of 
standard and specialty check forms. 


SPECIAL DESIGNS, COLORS AND CHECK 
SHAPES may be created or copied to fit every 
possible need ...AT NEVER BEFORE POSSIBLE 
PRICES! 


THE STEVENSON & SMITH EXPERT BUSINESS 
FORMS DEALER in your area will be glad 

to furnish you with immediate and 

HIGHLY COMPETITIVE catalog 

price quotations on your 


Str, 
particular checks. mon 
D 
Stary, 
a S & S offers the only 
“‘on-the-spot”’ complete 
check price quotation 
catalog service in the 
Business Form Field, ‘ 


WRITE OR PHONE for name of your nearest STEVENSON & SMITH representative. 
Dealer inquiries, in open areas, ore invited. a 


Gentlemen : STEVENSON & SMITH, INC. 


Please furnish us with name of 


nearest S & S Check Dealer. O 


a 
80 Duryea Avenue, NEWARK, NEW JERSEY 
aLehuletolic hme a 74010) 
i ee ee eee eS ee 
For More Information Circle No. 465 
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At Union News Co., New 
York, NCR Class 31 ac- 
counting machines are 
linked to key punch ma- 
chines. 


prepares a remittance advice form in 
duplicate. The vendor’s name and ad- 
dress are recorded on the right-hand 
side of this form, where space is also 
provided for computing the net amount 
to be paid (date, description, amount, 
total, discount and net). 


The account 
distribution is entered on the left side 
of the office copy, but is not shown 
on the vendor’s copy. This distribution 
includes account number, division, 
operation, retail and cost amounts. 

After remittance advice is completed, 
checks can be prepared. For conven- 
ience in handling, remittance advices 
are accumulated in batches of 50. A 
control tape of net amount and retail 
amount is prepared and attached to 
each batch, which is then given to the 
accounting machine operators. 

Each operator makes sure the cor- 
rect program bar is on the machine. 
Then she starts with No. 1 each month, 
and continues numbering the vouchers 
in sequence. (July would be 7-0001, 
7-0002, etc., and August would start 
with 8-0001). This number is the same 
for check and voucher. Using the re- 
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mittance advice as a posting media, the 
girls distribute by account, division, 
operation, retail and cost for each 
batch. They then prove to predeter- 
mined totals. The machine shows 0.00 
proof for each voucher. 

While this operation is being per- 
formed, cards are automatically punched 
with both distribution and check net 
cash. Batches of cards are run through 
the appropriate machines to prove 
batch totals and for post-punching 
audit. The distribution cards are used 
for account distribution and the net 
cash cards are used for bank recon- 
ciliation. 

Journal entries are also punched and 
sorted into the voucher register, elimi- 
nating another posting. The machine 
shows proof that the debits and credits 
were equal for the entire run. For ease 
in identifying the nature of any item, 
code 1 is used for vouchers, code 3 
for journal entries. 

At present, Union News Co. also 
uses the same accounting machines for 
cycle billing, monthly billing and sales 
audit (restaurant income distribution). 
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Integrates 
Data on 


Punched 
Tape 


N EASILY OPERATED modular 

Data Integrator that produces a 
punched tape for automatic machines 
and computers, sequentially combining 
fixed data, variable data, identification 
data, and time and count data, is avail- 
able from American Data Machines, 
Inc., Hicksville, N.Y. The Data In- 
tegrator can be stepped up or down 
in capacity, to meet varying input needs 
of both large and small companies, by 
simply adding or subtracting com- 
ponents. 


It is simple enough to be operated 
by untrained personnel. Operator’s key- 
ing entries are reduced to a maximum 
of 20% of the total data handled. All 
identification and fixed data are entered 
automatically. The unit can be used 
with any standard data processing 
equipment, and will accept any existing 
punched cards, such as IBM, Reming- 
ton-Rand, Flexowriter, etc. Its 5-chan- 
nel perforated tape output may be re- 
placed by 6, 7 or 8 channel if desired. 
For More Information Circle No. 104. 





Manual Tape Winder 


HEAVY DUTY manual tape 

winder, No. 5061, has been added 
to the line of data processing acces- 
sories manufactured by Dresser Prod- 
ucts, Inc., Providence, R.I. It takes 
7” and 9” removable face reels, oper- 
ates on a 4-to-1 gear ratio that makes 
it possible to wind tapes at high speed. 
For use on this manual winder, 12” 
reels are also available on special order. 
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\ 
Oval cast base is 544” by 738”. Height 
with a 9” reel (as illustrated) is 13”. 
For More Information Circle No. 108. 
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If you use Microfilm 


YOU 


NEED A 


DOCUMAT 
READER-PRINTER! 






If you use microfilm, as so many 
do today, there’s no need to 
wait for prints. As you scan the 
film on a big, clear 11” x 11” 
viewing screen, you may stop 
at any frame, press a button, 
and the machine will hand you 
a clear print. 


No machine like Documat 


Note these exclusive features: 
e large, clear image, even under 
bright lights e large, clear 842 
x 11 prints, on white paper, 
neatly trimmed e no cracking, / 
peeling, or torn edges e fully é 
automatic, even cuts the paper 


ANYONE Ci ATE IT DOCUMAT ive. 


Microfilm Cameras Readers Reader-Printers 





1S East SSth Street. New York 22, NY 





1. Turn on switch a aan en nnn neem n ree esan eee news eassneeennneeeeensnnnesseeassa= 
2. Locate the frame enemas 


3. Press the button FIRST CLASS 


Permit No. 24937 
New York, N.Y. 


BUSINESS REPLY MAIL 


No postage necessary if mailed in the United States 


postage will be paid by 


an AAT 
ne ROTH 


| 
\ Turn-the page for | 


DOCUMAT, INC. 
75 East 55th Street 
New York 22, N. Y. 


more informative / 
facts about / 
,, DOCUMAT + 


Your DOCUMAT Reader- Printer wil Save you | 


Now! No need to wait for prints from Microfilm. DOCUMAT 
will pay for itself many times over in its long life of service 


NO WAITING—Just push button and print 
comes out sparkling sharp in seconds. 


THRIFTY—Produces usable prints even at 
wrong exposure. 


SIMPLE—Any office girl can operate the 
DOCUMAT Reader-Printer after very brief 
instruction. Easy as A B C. 


TWO-IN-ONE USE—Use it as reader or 
printer. No need to have two machines. 


ERROR-PROOF — Safety feature prevents 


operator from printing wrong frames by 
mistake. Prevents waste. 

PERFECT PRINTS—All prints come out 
neatly trimmed. No ragged edges. No crack- 
ing or peeling. 

RUGGED—Ruggedly built. Construction is 
finely machined. Very easy to maintain. 
VERSATILE—Accepts 16mm or 35mm film, 
aperture cards, film jackets. Copies half- 
tones, continuous tones, even positive film. 
5 LENSES AVAILABLE. 


DOCUMAT,. inc., 75 East SSth Street, New York 22, N.Y. 


ae HiMAT 





USE THE 
POST CARD 








75 East 55th Street, New York 22, N.Y. 


Please send me complete detailed literature on the DOCUMAT 
Reader-Printer, with information as to where the machine may 
be seen in this area. 

Name 

Title 

Company 


Address 


a State 


GET A CLOSE-UP 
ON DOCUMAT 





Have a demonstration 


WITH ECONOMY 
PRICE AND INFO 
ON WHO SELLS 
IT NEAR YOU 





H 
f 











OUR STOCK SIZES of fanfold 

self-adhesive Tabulabels have been 
added by Avery Label Co., Monrovia, 
Calif., to its line of data processing 
labels for machine accounting and sim- 
ilar operations. Developed to meet the 
need for Tabulabels in flat packs, the 
new sizes are 15/16” x 34%2”, 23/16” x 
4”, 15/16” x 5” and Twin Tabs 15/16” 
x 34%”. There is no need to rewind fan- 
fold Tabulabels, thus eliminating a 
complete operation. Packaged in newly 
designed cartons. Twin Tab packages 
contain 10,000 labels, while the other 
three stock sizes hold 5000 Tabulabels 
in continuous packs, folded and _ per- 
forated every 12”. 

Twin-Tabulabels permit printing two 
labels at a time, to speed the operation 
100%. Avery also announced a new 
dispensing machine for pressure-sensi- 


Fanfold Tab Labels 


tive Tabulabels. The unit, operated by 
a footswitch, reduces label application 
time. Speed is controlled by a dial 
regulator. For More Information Circle 
No. 437. 





IBM 1401 
PROGRAMMING 
TRAINING 


Home Study Courses 
for people without 
technical training 

or experience. 


Write for Free Catalogue 


Business Electronics Inc. 
Computer Department 
420 Market Street 

San Francisco 11, Calif. 


Accredited Member— 
National Home Study Council 








For More Information Circle No. 394 


<—For More Information Circle No. 215 


WHICH ONE OF THESE 
Meet 


QUESTION 
GETS A HAZY ANSWER 
IN YOUR COMPANY? 


@ What is Policy? 
ws What are the 7 marks of a Useful Report? 
How can we write procedures so 
anyone can understand who does 
what and when? 
@ How do bootleg forms affect office costs? 
QO Will Electronics solve your 
office problems? 
Is an organization chart A Useful Tool? 





Each of these questions is answered in separate 
issues of SYSTEMATION, a new service bya45 
year old management service company. 


SYSTEMATION costs $20. a year. But you 
can judge for yourself first. Write for free 


[FREE] <-°'*: of issues answering any 
two of the above questions. 
SysteMation Division of 
'® Ross-Martin Co, 


Dept. A-520, P. 0. Box 800, Tulsa 1, Oklahoma 











For More Information Circle No. 401 
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Data Retrieval System 


HE FINDAFACT magnetic tape 
data retrieval system of Rese Engi- 
neering, Inc., Philadelphia, comprises a 
solid state electronic unit which accepts 
input, searches magnetic tapes; inserts, 
deletes, substitutes and retrieves in- 
formation, and produces output. Two 
reference tape stations, such as an IBM 
727, IBM 729-II or Potter 960, are 
required for file maintenance. Informa- 
tion is copied from one tape to the 
other, to make room for inserted 
records. In data retrieval, however, only 
one tape station is in use at any time. 
If files do not have to be changed, or if 
file maintenance is done by other equip- 
ment, only one tape station is required. 
Any of a number of input-output de- 
vices are applicable. Magnetic tape sta- 
tions may be used for input and/or 


output, in addition to the reference tape 
stations mentioned above (unless one 
of the two reference tape stations is 
used for input or output in data re- 
trieval). In punched card installations 
almost any machine with a clutch and 


emitter can be used for input and/or 
output, from an 026 card punch to a 
407 accounting machine, a 604 or 607 
calculator, Findafact used with a 604 
or 607 provides a complete, low-rental, 
magnetic tape data processing system. 
A Flexowriter or other paper tape 
reader and punch also may be used. 
Input-output devices as well as refer- 
ence tape stations, may be used for 
other purposes when not being used 
with Findafact. 

Any record that is deleted, or sub- 
stituted for, is also output; as is any in- 
put deletion or substitution for which a 
matching reference number is not found 
in the reference tapes. Initial creation 
of reference tapes is, of course, a series 
of insertions. Reference numbers of 
wanted records are input and the in- 
formation associated with them is out- 
put. Output may include any desired 
information copied from input. Input 
reference numbers not found on refer- 
ence tapes appear as output, marked to 
indicate that no matching reference 
number was found. 

Each mode of operation has several 
variations depending on how Findafact 
plugboard is wired. In general, Finda- 
fact can do anything that the terms file 
maintenance and data retrieval imply. 
Reliability is achieved with lateral and 
longitudinal parity checks, read after 
write, validity check and output of 
data not found on reference tapes. To 
make 1000 look-ups (using punched 
cards for input and output) in a file of 
a million 80-character records would 
take about one hour. For More Infor- 
mation Circle No. 418. 








pdp - MEK-A-PUNCH® 


TAB CARD PUNCH 


that 
produces 
original data 
in finished 
form. 


For punching standard codes in 
either 80:column or 90-column 
enol Ui leliiale Medel ae ks 

Complete visual verification be 
fore punching—up fo three cards 
ata time 


I KoMndaelilcte mee) *lelaehicl@malciete ite 
The pdp Mek-A-Punch eliminates 
dependence upon written or oral 
reports from remote locations 
Extremely valuable in data proc 
essing department for adding 


No electric current required new information to previously 
As compact as a desk-top check coded cards or for replacing 


writer feKedaaleleleremaelae ks 


erican DATA MACHINES INC. 


Data Systems Equipment 


7 Commercial Street * Hicksville, L. 1.,.N. Y. 


MANUFACTURERS OF: 
Attendance Recorders 


Data Collection Systems 
Digital Clocks 


Digitized Plastic Plate Readers 
Keybank Assemblies 
Mek-A-Punch 


Military Systems 
Sequential Punched Card 
Readers and Scanners 


For More Information Circle No. 278 
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Data Communications System 


LOW COST PARALLEL com- 

munications system for rapid 
transmission of data through regular 
local or long distance dial telephone 
networks is offered by Tally Register 
Corp., Seattle, Wash. Equipment was 
developed for use with Bell System’s 
parallel Data-Phone service, private 
wire networks or leased lines. It elimi- 
nates all character indexing, serializing, 
receiver recognition, and data reassem- 
bly processes previously required by 
serial techniques. 


Tally’s equipment provides one way 
or bi-directional transmission of per- 
forated tape at up to 60 characters per 
second or 600 words per minute. Tape 
format or code structure is unrestricted. 
Simplified operation allows use by non- 
technical office personnel. Rapid, ac- 
curate transmission is assured by using 
the reading technique of the standard 
Tally reader and the asynchronous fea- 
ture of the Tally perforator, both 
thoroughly proved devices. Tally offers 
data communications equipment in 
three basic versions. Mark 1 systems 
consist of simple data transmission and 
reception. Mark 2 and 3 systems are 
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combination transmit and receive sys- 
tems with error correction and addi- 
tional editing features. For More Infor- 
mation Circle No. 105. 


Teletype Tape Winder 


HEIR Model 100-HH Tape-Minder 

with a speed of more than 11”, or 
110 characters, per second to coordi- 
nate with the Teletype CX reader and 
BRPE punch units was announced by 
Cycle Equipment Co., Los Gatos, Calif. 
Designed for a 2” diameter core with 
positive stopping action. By using spe- 
cial 4” diameter tape clip on reel, 


speed can be increased to 22” per sec- 
ond. Gentle tape tension precludes 
pulling too hard on punch. The Tape- 
Minder provides power-driven, static- 
free, intermittent winding of perforated 
or printed message tapes. Suitable for 
off-hours or unattended operation and 
completely automatic handling where 
data must be carefully collected or re- 
transmitted after personnel have left 
for the day. For More Information 
Circle No. 107. 
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“by cutting filing costs with SPACEFINDERS! 


“Profit dollars” in your filing department? Yes! We can show you how 
to cut costs, improve filing operation and discover ‘‘profit dollars’’ with 
Spacefinder Filing System. Write for brochure with the facts! 


UNIT SPACEFINDER 


Py y Bet 
we. pe Ra NaS os = 
| gerne Ta : wr 


SPACEFINDER CABINETS 


MONEY-SAVING SPACE- 
FINDER FILING SYSTEM 


... utilizes two unique files. These are welded cab- 
inet Spacefinders with retractable doors or open unit 
Spacefinders, where portable boxes ‘‘package”’ docu- 
ments—to produce maximum flexibility and versatility. 
Both accomplish a better job for less money. 


You can make proven savings in filing time, increase 
efficiency 45 to 50%. Savings in time and space are 
documented, photographed, and signed—proven in 
Spacefinder installation case histories— by filing 
managers of typical businesses. Here are examples: 


Leading Oil Company— doubled efficiency, 
pr, saved 40% space. 








. : Y 
Data Processing Manufacturer — got copies of alte Gulag for “Pan Dee 


mer 
= engineering drawings to personnel five times brochure shown above — and find 
a, faster, used 50% less space. out how to cut costs on filing! 
em Savings and Loan Association —increased For More Information 
Aye efficiency 50%, cut space required 40%. Circle No. 200 
a" 
may 


Insurance Company—proven labor savings of 
30 to 35%; allowed large expansion in existing 


filing space. 
rAB 


HOME OFFICE: 995 Market St., San Francisco 3 PRODUCTS GO. 





How fast can you get accurate management figures ? 


Just how quickly can you get accurate facts 
to evaluate sales and inventory trends... con- 
trol costs... forecast critical conditions? Did 
you know that you can now have current 
management facts at your finger tips? An NCR 
Electronic Data Processing System can give 
you vital information in the shortest possible 
time— at the most economical price. NCR Sys- 
tems go all the way from the original entry to 


your desk ...from cash registers, or account- 
ing machines, or adding machines... through 
the computer and the high-speed printer... to 
your final reports. This means you can get all 
the facts for effective management control. 
You can better evaluate every phase of your 
business. In short, you get greater executive 
command. For more details, write to NCR. 


* Punched paper tape is created by National Accounting 


e Machines, Cash Registers and Adding Machines as an 

automatic by-product of normal operation. It is then 
¢ fed into a computer to produce, at minimum cost, 
¢ the information you need for most profitable control. 


THE NATIONAL CASH REGISTER COMPANY, Doyton 9, 


1,039 OFFICES IN 121 COUNTRIES 
77 YEARS OF HELPING BUSINESS SAVE MONEY 


For More Information Circle No. 263 
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G-20 Computer Line Printer 


EVELOPMENT of a high-speed 

line printer and specifications for 
its recently announced disc memory 
system, both accessories for the G-20 
computer system, were announced by 
the Bendix Computer Div., Los An- 
geles. The LP-12 line printer, which 
will replace LP-10 and LP-11 units, 
may be used directly with the central 
processor or accessory equipment with- 
out special buffering. Any number of 
printers may be used with a G-20 
system. 

A data source sends a line of up to 
120 characters to the printer aft any 
rate up to 67,000 characters per sec- 
ond, along with instructions for print- 
ing and paper feed. The LP-12 prints 
and advances paper independently at 
up to 800 lines per minute for the 64 
character alphabet single-spaced. Up to 
1000 single-spaced lines per minute 
can be printed with a 48 character 
alphabet. Numerics can be printed at 
up to 1000 lines per minute with mul- 
tiple spacing of paper. 


The 64 character alphabet consists 
of four sectors of 16 characters each 
with a nominal 15 millisecond interval 
per sector. The 48 character alphabet 
occupies three of these segments of 
which the 16 character numeric “alpha- 
bet” is one. Single spacing of paper 
takes place during one sector time. 
Unit was designed and built for Bendix 
by Anelex Corp. 

The disc memory unit (DM-10) pro- 
vides on-line random access from bulk 
storage modules containing up to 20 
million or more 8-bit characters. Aver- 
age access time to any record is 90 
milliseconds. A parallel-recording tech- 
nique allows all 8-bits of a character 
to be simultaneously read or recorded. 
Average transfer time is up to 140,000 
characters per second. Available with 
five or nine discs, each 39” in diameter, 
which rotate at 900 rpm. Disc mech- 
anism was designed and built by Bry- 
ant Computer Products Div., Ex-Cell-o 
Corp. For More Information Circle 
No. 198. 





Data Room Equipment 


CCESSORY EQUIPMENT styled 
A to match computer units was an- 
nounced by Systems Sales Co., Bing- 


hamton, N.Y. The line features 
chromed steel tubular legs and wide 
overlay Formica tops, finished in 
matching decorator colors. Pictured is 
one of the combination reel and/or 
forms storage cabinets, available in a 
variety of depths to meet individual 
requirements. The line also includes 
inquiry station tables, pedestal units 
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and punched card desks in this same 
styling. For More Information Circle 
No. 169. 





No solution tc 
still it copies 


Uses revolutionary 
disposable cartridge 
that takes 30 seconds to load... 
and doesn’t need changing 
for up to 30 days! 


© Produces needle sharp copies the very first time 


e Reproduces any ink, crayon, carbon or non-carbon 
based material . . . in any color . . . from any paper 


© Copies always lie flat—never curl under any conditions 


price SJOQOMLE 


LIFETIME GUARANTEE 
10” model illustrated 
15” width also available—$170.00 


TRovico 


ROTOMAT E 


Completely automatic all-electric photocopier 


Rovico Inc., 320 Market Street, Newark 2, New Jersey 
FOTOMATE Specialists in the design and manufacture of 
customized photocopy equipment 


For More Information Circle No. 325 





FILL OUT 
AND MAIL 
THIS COUPON! 


y 


age 
Se 


ROVICO INC. 

320 Market Street, Newark 2, N. J. 

Please have your representative call to arrange a 
demonstration of: 

( )New 10” Model ( )New 15” Model 


i en 
COMPANY. 


ADDRESS 
i eicetnrenercerpenenincesnnind OU inane 


For More Information Circle No. 325 





One-Write Forms Systems 


For Use With Aligning Boards 


H. BRECHNER, President, Colonial Pay Systems, New York 


INCE 1942, when payroll withhold- 
Sen were first enacted into law, 
there has been rapid progress in the 
design and use of one-write systems. 
This use has not been restricted to 
smaller firms. The size of an organiza- 
tion is not a factor in determining 
whether or not a one-writing aligning 
board system is indicated. Rather, it is 
whether such a system is the most effi- 


Bey 
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TR 
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Fig. 1. A one-write payroll system. 
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cient and economical for the job. 
Originally, one-write methods were 
designed for payroll applications almost 
exclusively (Fig. 1). As usage increased 
and the possibilities were explored, 
other bookkeeping tasks were per- 
formed on the aligning board, such as 
accounts payable and accounts receiva- 
ble. Today, one-write systems are used 
for a variety of bookkeeping, statistical 
and record keeping tasks. The charac- 
teristic that makes this possible is that 
the board accurately aligns and pro- 
vides simultaneous posting of all re- 
quired forms. These are generally a 
journal, ledger card and check or state- 
ment. The forms need not be the same 
size and may be anchored at different 
points on the pegboard to register with 
each other. Two or three rows of pegs 
are available and the number of dif- 
ferent forms aligned for simultaneous 
entries may be five or more. 
One-write systems have the property 
of expandability. As volume and scope 
of a particular system increases, addi- 
tional forms take on the extra load, 
without the need to rewrite any record. 
For example, if a user wishes to make 
more than ten distributions, he can do 
so by simply adding an additional jour- 
nal sheet or ledger cards. An unlimited 
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One always 
stands out! 


VPC Panels are UNCONDITIONALLY GUARANTEED because 
of exacting quality-control from inspection of raw materials; 
checking after each machining operation; to final inspection 


before shipment. 
h All VPC Panels are tested in an IBM receiver for fitness and 


electrical conductance. Receivers are kept within tolerances by 
a special panel frame machined for VPC by IBM. Constant 
precision-checking for flatness, tolerances, clarity of screening 


meet every IBM specification. 


When you want superior quality in Control Panels 
and Wires — unconditionally guaranteed — fast — 
get in touch with us. 


VIRGINIA PANEL CORPORATION 


WAYNESBORO, VIRGINIA 


VIRGINIA PANEL CORPORATION 
Dept. OF © Waynesbero, Virginia 


Yes, please send me complete details on outstanding features of 
VPC Panels, Covers and Wires 


NAME 





Wherever there's on IBM installction there's a VPC 
Representative nearby. 


Manufacturing Plont located within over night delivery 
via normal overland transportation of over 60% of 
18M installations in the Un'ted States. 


COMPANY 





ADDRESS. 





CITY. ZONE STATE 


Li. MRIS atewe ewe mabe anew 


For More Information Circle No. 279 
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NEW product ideas from SURE-RITE 


New Double-Coated,; Non-Curling, Direct Image OFFSET PLATES—type on either side. No smudging, scumming or 
fingerprinting. Use any inks or chemicals. New DURA-FILM Carbon Plastic Ribbon for carbon ribbon attachment. 
Polyethylene base—won’t break. Half as thick as paper—therefore twice as sharp. Costs less than polyester ribbons. 
New DURA-FAB Dcluxe Ribbon for standard (24 yds.) and IBM electric (36 yds.) typewriter outlives silk and nylon 
two and three times. New DURA-BACK Non-Curling Carbon Paper with new non-slip backing. New formulation 
won't smudge—gives cleaner copy, lasts longer in severe use...costs no more! New RED-DOT Mimeo Stencils pro- 
duce sharp, clear impressions with ANY type ink: paste, emulsion, water base, oil base. Give exceptionally long runs. 
New Long-Running SPIRIT MASTERS give up to double the runs. Exclusive Blue Print and Stain-O-Graph units. 


o_ if It's New~Sure-Rite Has it! 
: J A Complete Line of Duplicating Supplies 


American Stencil Mfg. Co. 


2714 WALNUT STREET ¢ DENVER 5, COLORADO 
For More information Circle No. 291 
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Fig. 2. A_ single- 
entry accounts re- 
ceivable system. 
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number of distributions are possible 
without rewriting of records. 


For accounts receivable, all records 
are current since the single entry makes 
simultaneous postings to statement, 
ledger and journal (Fig. 2). The state- 
ment need only be extracted from the 
posting tray, inserted into a window 
envelope and mailed at the end of the 
month. A duplicator and spirit masters 
with pressure-sensitive adhesive, at- 
tached to each ledger card (Fig. 3), 
allows rapid addressing of statements, 
envelopes for letters, dunning 
letters, and other mail regularly sent 
to customers. 

Interchangeable forms permit a user 
to start small and expand by substitut- 
ing more comprehensive forms. Since 
these records are not filed away out of 
sight, as would be the case if new 
forms were headed up and balances 
only carried forward, customer history 


sales 
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is always in view. Adding a cash re- 
ceipt to an accounts receivable system 
provides a useful system for doctors, 
clinics and other operations where re- 
cording either cash, or a combination 
of cash and charges, is needed. 

The equipment is_ interchangeable 


Fig. 3. Pressure-sensitive spirit master on 
ledger card. 





Electric stapling is here . . . and—no mat- 
ter what you staple—regardless of how 
little or how much—you’'ll do it better, 
faster, easier and far more economically 
with a STAPLEX automatic. 12 differ- 
ent models to choose from. 


Let us start you on the road to gen. rrree | 
vine savings with a free demonstra- 

tion. Send for illustrated folder now. 

Get the facts on the completely new 

1962 model S-54 shown above and wit 
12 other cost saving models. os 


The =Sraplex Company 
World's First & Largest Manufacturer of Electric Staplers 


775 FIFTH AVENUE 
BROOKLYN 32, N. Y., U.S.A. 
For More Information Circle No. 402 
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and a small user may start with few 
requirements where a small aligning 


| board suffices. As his needs increase 


and it becomes necessary to handle 
larger volume and post additional in- 
formation, the smaller pegboard may 


| be replaced with a visible binder and 


writing platen. The additional work is 


| handled with only a slight variation 


from the original installation since the 
basic principles are the same. 

For accounts payable, as in the ac- 
counts receivable system just discussed, 
a binder has been developed which in- 
corporates a writing platen (Fig. 4). 
All entries are made with the checks 
and journals fixed in the binder. Checks 
are shingled in position with the lines 
for common postings on the check and 
journals directly over each other. In- 


| sertion of the ledger card completes 


the assembly and entries are made to 


| all three records simultaneously. Sub- 
| Sidiary accounts may be established for 
| paying freight, expenses, returns, cash 
| refunds, etc., using the same checks, 
| ledgers, journals and equipment. The 


number of distributions and amount of 
information to be recorded depends on 
the requirements of the user. 

Where the need exists for frequent 





RIBBONS 


for the 
1403 Chain Printer 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38, N. Y. 














For More Information Circle No. 403 
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General Dynamics Convair turns out offset masters _ 
21/2 times faster with Kodak Ektalith Method! 


Convair 990 Maintenance Manual is produced 
by Ektalith Method, 


Convair speeds aircraft maintenance 
changes and other vital data to its cus- 
tomers with Kodak Ektalith Method, 
which produces high-quality offset 
master in 142 minutes. 

In a round-the-clock operation, where 
85% of the jobs are “rush,” only one 
operator per shift is needed to whisk out 
high-quality paper masters—reduced, en- 
larged, or same size. Job’s done in room 
light in 3 simple steps: Expose in copy 
camera Process in Kodak Ektalith 
Loader-Processor Transfer photo- 
image to master. 

Masters are ready for the duplicator 


KODAK 


Ektalith Loader-Processor (with Transfer 
Unit) serves as table-top darkroom. 

as soon as they're made. No long delays, as 
before, to remove shadow lines or back- 
ground tone from masters. 

New free booklet shows how you can 
save with Kodak Ektalith Method in 
office or darkroom. Write Eastman Kodak 
Company, Photo Repro- 
duction Products Division, 

Rochester 4, N. Y. 
Price is list and subject to change 
without notice. 


e 
Hktalith ...puts you ahead in offset duplicating 


wSecra es © 


For More Information Circle No. 322 
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SPULCESS ison est cleniar 


Me MINIMUM 
DESK SPACE 


No. 21—A combination memoran- 
dum pad and appointment Calendar. 
Combines all features of other fine 
SUCCESS Calendars, plus far more 


oe eee RICE: $325 
A new King-Size SUCCESS Desk Calendar designed to meet the 
demand for a larger book style Calendar... provides the maximum 
writing space required by many busy executives and office 
personnel, yet takes up the least possible desk space. Really two 
Calendars in one. Each Page has more usable* 


writing space than the standard 5 x 8 Calendar. 
*Below the arches on the arch type. . . below the printing on the flat type. 





COLUMBIAN “42 WORKS, INC. 


2300 WEST CORNELL STREET © MILWAUKEE 9, WISCONSIN 


ae 
x a ee 


WRITE FOR NEW CATALOG V 





payments of invoices at odd times, as 
for food purchases and freight bills, 
this system is useful. Discounts need 
not be sacrificed since payments are 
prompt with no backlog of postings to 
obstruct the work. 

Payrolls for as few as ten or as many 
as 1500 persons can be accommodated 
with one-writing systems. Some peg- 
board systems used for piecework are 
comprehensive enough to permit re- 
cording, on one board, items such as 
regular operations, transfer time, wait- 
ing time, machine delay, incentives and 
bonuses, with ample space for regular 
payroll entries of earnings and deduc- 
tions. Journals are provided with col- 
umns for entering distributions of 
hours, piecework rates, job costs, de- 
partmental costs and other statistical 
data. 

Another system makes available, as 
a by-product of regular payroll entries 
and without any rewriting, information 
for distribution of job costs. Provisions 
are made for entries of local and state 
taxes. Ample columns for earnings 
and deductions are also a part of this 
system. Designed for construction and 
contracting concerns, it provides de- 
tailed records for proving payroll costs 
on government or contract work of this 
nature. 

In payroll work, where greater speed 
is required and even rewriting the name 
on a check is a factor, a one-writing 
line payroll system (Fig. 5) eliminates 


this rewriting. Another method permits | 
| New York City and Eastern states: 


pre-typing or Addressographing em- 
ployee’s name, number and address, if 
needed on checks and journals. 


Where earnings and deductions are | 


constant, the previous week’s entries 


THe Orrice—October, 1961 





“RING-MASTER” 


“Control at your 
Fingertips”’ 

Instant communication to your en- 
tire organization by the most exciting 
new development in intercommuni- 
cation devices — RING-MASTER 
touch button “soft speaking” elec- 
tronic telephone. 
No limitations on expansion — from 
2 to 2,000 stations on a single central 
exchange. Call five times faster than 
conventional dialing. Receive re- 
motely for “hands-free” reply. 
Patented privacy protector — RING- 
MASTER’s exclusive X-button re- 
jects or disconnects inconvenient 
calls. Call light and soft “alert” tone 
make eavesdropping impossible. 
Chicago and Midwest states: 


SCAN-AM CO. 


4108 Crystal Lake Road 
McHenry, Ill. 


INTERNATIONAL 


MAGNEFONICS CORP. 
1845 Broadway 
New York 23, New York 
Circle 7-7725 
For More Information Circle No. 438 
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Fig. 4. An accounts payable system. 
are visible immediately above the cur- 
rent week’s writing line. All the opera- 
tor need do is copy previous entries of 


earnings and deductions to prepare the 
payroll. Another version uses carbon- 
less paper, while some one-write sys- 





\ e LY NU memati, 


for Positive 
PERMANENT Pr operty Control 


IDENTIFICATION 





(us) “8030 [Yai6ae 923650) 


A GENERAL HOSPITAL, luc 
GENEVA, NEW YORK 1060 





Identify your furniture, fixtures and equipment 
positively and permanently with attractive, re- 
liable Serially Numbered “AUTOGRAPHS”. 
Mount them quickly, easily, effectively “out- 
front” on any clean surface ... without tools 
or awkward fastening devices. Used for profit- 
able Property Centro] for more than a decade 
by thousands of businesses, 


institutions and 
government agencies. There 


is a reason! 
META 
DALES LAN, INC. 
MASON CITY, IOWA 
Write for “try before you buy” samples and a 16-page booklet, 
“How to Plan a Profitable Property Control Program.” 


For More Information Circle No. 400 
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even the smallest office 
can afford 
Webster communications 


KEITE SCOTT, INC. 


MANUFACTURERS’ REPRESENTATIVE 


1P8 | 


This smartly-styled telephone 
intercom is made to order for small 
offices — and small budgets! The 
1P8 gives you instant, push-button 
contact... saves steps, time and 
tempers. And it saves your 
telephone for those important 
outside calls. Bulletin TC8 gives 
complete information. Write! 


1P8 — 2 to 9 stations, optional busy 
light, chime signal, 2-way loud speakers, 
conference circuit. It can be used on 
your desk or wall mounted. 


COMMUNICATIONS DIVISION 


fon] RACINE- WIS 
For N..re Information Circle No. 321 
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New DEEP LID BOX 
helps your company 


communications 
get... 


efficient handling with 


Epic Executives Regular & Outlooks 


the new executive style envelopes for modern business ... save money, too. 


et 





6 
f 
Ee 
een pee 
OUTLOOK 
VA 


*T.M. Reg. Applied for 
by U.S. Envelope Co. 


FREE SAMPLES. Epic Executive envelopes in the new 
DEEP LID BOX help you to take full advantage of your 
automated inserting and metering equipment. Ask your 
printer or paper merchant for free samples of Epic Ex- 
ecutives, or write Dept. TX-5, United States Envelope 
Company, 21 Cypress St., Springfield 2, Mass. 


UNITED 
; STATES 
, ENVELOPE 


GENERAL OFFICES: SPRINGFIELD 2, MASS. + WORCESTER + SPRINGFIELD 
HARTFORD + ROCKVILLE » NEW YORK + METUCHEN + ATLANTA + INDIANAPOLIS 
CHICAGO + WAUKEGAN + DALLAS + LOS ANGELES + SAN FRANCISCO 


For More Information Circle No. 273 
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Fig. 5 Payroll sys- 
tem with a single 
writing line. 






































tems use carbon sheets and striped car- for all bookkeeping needs of a smaller 
bons. office. The single piece of equipment 

For smaller businesses, branch office provides active ‘storage for all forms 
operations and confidential payrolls, a used. This unit is easily transported 
one-piece unit is available (Fig. 6). In and worked on anywhere, in complete 
addition to payroll posting, it is used privacy if desired. Its low cost puts 


FLEX YOUR FILES 
with ORCO 
FLEX-1-FILE! 


Manufactured to your exact specifica- 
Steel Compression Springs make the difference! tions at no extra cost. Fit any sheet. 
Meet any centering demands. Lies flat 
in use with everything readable in 





sheet margins. And insert or withdraw 

SERIES 202 : : - ; 
forms swiftly, simply, with no clerical 

ECONOMIZER ; IP; ° . 
time-lag! Direct-to-user selling policy 


allows unmatched economy . . . and 
practical flexibility for storage of all 
forms on rack or vault as those files 
eliminate costly folders and cartons. 
Now is the time to break the file bar- 
rier and ORCC is the weapon! Accom- 
modates any office need! Send sample 
forms for quotations. 


OFFICE RECORDS CO. 
P.O. BOX 347, SYRACUSE 1, N.Y. 


For More Information Circle No, 399 
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SERIES 606 
EXPEDITER 


A bunch of billing, and a small 
office force — spelled trouble, every 
time. Everybody had to turn to, for 
folding and stuffing statements. We 
borrowed girls from the factory — 
and the supervisor screamed we were 
crucifying them! Then one day in an 
office in Chicago, I came across that 
little Pitney-Bowes folder-inserter 
combination. Brother — I couldn’t 
get delivery on one fast enough. Now 
mailing monthly statements is just 
part of a day’s work for one girl—a 
mere detail! And they’re out sooner! 


| Bie deal 


f 
— | 


At today’s salary scales, folding 
and stuffing by hand hardly make 
sense. The small, low cost, table 
model 3300-FH will fold and insert 
500 single sheet enclosures into 
envelopes in eight minutes. Its double 


Pitney-Bowes 
FOLDERS « INSERTERS 


Made by the originator of the postage meter... 149 offices in the 


U. S. and Canada, with nationwide service coast to coast. 
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becomes mere detail! 


detector factor ensures accuracy, 
avoids skips and doubles. Easy to set, 
without tools, and can be operated 
by anybody. The inserter unit can 
be used by itself, or attached to any 
PB folding machine. 

For mailing statements, price lists, 
bulletins, cards, stapled sheets, even 
daily correspondence, the 3300-FH 
can save a lot of work, time, expense. 
It helps avoid office crises and work 
interruptions, overtime, borrowing 
girls, hiring temporary workers. It 
makes mailing easier to schedule and 
send out. And one 3300-FH can 
work for several departments. 

This simple folder-inserter soon 
pays for itself in minutes saved, in 
even the small office. Can be leased 
or bought. Ask any Pitney-Bowes 
office for a demonstration. Or send FREE: Handy desk or wall chart of latest postal 
coupon below. y rates, with parcel post map and zone finder. 





The larger 3100 PITNEY-BowEs, INC. 


Inserter, with 3451 Crosby St., Stamford, Conn. 
postage meter, can 


stuff as many as six Send freeQillustrated booklet and “case 

enclosures at once, studies” on PB Folding and Inserting 
then stamp and seal Machines; O Postal Rate Chart. 

the envelopes at 

speeds up to Name 

6,000 an hour. 














| Address 
L 





For More Information Circle No. 318 
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Secretary 
approved* 


in 
*See _ 
Yellow Page: 


Furniture” for complet 
“Secretary Approved™ 
supplies, or write us 


direct, Dept, X-10 


For More Information Circle No, 236 





one-write accounting within reach of 
all. 

In payroll systems, since all entries 
are completed in one writing and proved 
immediately, reporting taxes at quarter 
or year’s end requires only adding col- 
umns of figures and transcribing the 
additions on the proper form. Many 
variations of one-write aligning boards 
are available. With flush mounted pegs, 
economy in forms size is achieved since 
operator can make entries right up to 
the pegs. 

Not mentioned earlier is the fact that 
additional units may be added and 
additional operators trained in short 
time. Also, proving one record, usually 
the journal, is all that is required to 
prove all entries. This eliminates the 
bogey of pegboard transcription errors 
in multiple posting operations. Systems 
are used for layaway and budget pay- 
ment plans, inventories, sales commis- 


sions, insurance premium collections. 


Fig. 6. Self-contained payroll system can 
be used for all bookkeeping needs in a 
small office. 
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Avoid 
Losses! 


Avoid 
unexpected 
troubles! 


15 day 
free 
trial 


Thinnest shreds of any office paper 
shredder! Simple to operate — 
Convenient removable bin. 


Write for illustrated brochure describing 
full application of office paper shredders. 


MICHAEL LITH sales corp. 


145 West 45th Street, New York 36, N. Y. 
@ Dealer: Write For Profitable Sales Plan. 


For More Information Circle No, 395 


CASH MONEY | for your 

used metal typewriter ribbon spools. 
We will pay a substantial percentage 
of replacement cost for Royal, L.C.S., 
Und., Rem., I.B.M., R. C. Allen 402 or 
407 tab and other standard metal type- 
writer and adding machine spools. 
Spools must be free of ribbon remnants. 
Minimum uantity 3000 spools per 
shipment. Ship freight collect to: 


COMMERCIAL COPIES, INC. 


108 West 18th Street, New York 11, N. Y. e 
Check within 24 hours 





after inspection. @ 


For More Information Circle No. 396 
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precision 
typewriters 


Office 
Typewriter 


Meet the Olympia Family of Precision 
Typewriters—preferred the world over for 
their quality, value and ease of operation. 
There’s one designed for every typing 
need — whether for office, home, school 
or travel use. Each features the finest in 
typing aids—from convenient half-spac- 
ing to exclusive spring-cushioned key- 
tops. Precision-built to the highest 
standards in Europe’s largest, most mod- 
ern typewriter factory. See—test—com- 
pare an Olympia before you decide on 


eae 


any other typewriter. You [| Find your Nearest 
4 | Authorized Olympia 


will find Olympia a solid || _Ocster in tne 
a é x Yellow Pages 
investment in efficiency. 


.». Write 
best of all 
.. because 
they're built 
best of all 


Lightweight 
Potable 


DeLuxe 
Portable 


OLYMPIA DIVISION, Inter-Continental Trading Corporation, 90 West Street, New York 6, New York 
For More Information Circle No. 276 
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lin Employee Relations 


ROUND-UP of day - to - day em- 
ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Can a Man Be Discharged Because He’s “Sick Prone’? 


What Happened: 


Bill Norge had one streak of bad 
luck after another. First he was laid 
up 14 days with a slipped disc. Then 
he came down with a virus infection 
and a bad penicillin reaction kept him 
out another ten days. A _ half-year 
later, Bill contracted measles and was 
out five days. He went to the beach 
for a rest and got a severe sunburn. 
On the job he strained a back muscle. 
Result about 60 days’ sick leave. 

So it went for four years. His ab- 
sentee rate was 12.9%—four times 
higher than the company average. The 
company suggested that perhaps he 
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should find another job. When there 
was no improvement, the company re- 
luctantly let him go. The issue went 
to arbitration where Norge argued: 

1. I had a lot of tough luck. This 
can happen to anyone. I’m better 
now and "you can expect my ab- 
sences to decrease. 

. You discharged me on the basis 
of statistics. True, I was out 426 
days out of six years employment, 
but for legitimate reasons. 

. | do a good job when I work. 

. You can’t discharge an employee 
if he’s absent for good cause. 
management position was: 

. By any standard, Norge’s attend- 
ance was unsatisfactory. We never 
knew from day to day when he’d 
be in. This seriously hampered our 
planning department’s work. 

2. We have a right to require reason- 
able attendance. Excessive absen- 
teeism, regardless of cause, is just 
and sufficient grounds for termi- 
nation. 

. We feel that Norge is so “sick 
prone” that his attendance record 
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will continue to be bad. 
. We have been putting up with this 
' for years. Does a company have 
to be saddled with this kind of 
situation forever? 


Was the Company: 
RIGHT (2 WRONG (1 


WHAT A BOARD OF ARBITRA- 
TION RULED: “We sympathize with 
the company’s position that Norge’s at- 
tendance record was unsatisfactory. We 
agree that reasonably good attendance 
of its employees during regularly sched- 
uled working hours is necessary to the 
efficient operation of its facility—and 
to the stability of employment of its 
work force as a whole. However, un- 
satisfactory attendance of any given 


employee during any given period does 
not constitute, in and of itself and ir- 
respective of circumstances, just cause 
for termination. Circumstances alter 
cases, and each case must be deter- 
mined on its own merits. The vast bulk 
of the absences were due to adversity 
beyond Norge’s control, but there is no 
reasonable basis for assuming that such 
misfortune will continue to plague him 
in the future. Norge shall be reinstated 
to his job, with all rights and privileges 
unimpaired, and with restitution of all 
pay lost by him as a result of the dis- 
charge”. (One of the three men on the 
panel dissented, saying that absenteeism 
must be judged on the basis of a man’s 
past record—not on what may happen 
in the future.—Ed.) 


Does Forgiveness Hold If an Offense Is Repeated? 


What Happened: 

Sam X talked back to his supervisor 
—used abusive language against other 
employees—bragged and blustered. For 
years the company put up with him. 
His supervisor talked to him on several 
occasions, and once issued a warning 
notice. Sam’s behavior persisted. 

One evening Sam phoned his super- 
visor at home. “I’m having dinner 
with my family, and can’t discuss any- 
thing now. Can’t you see me in my 


office in the morning?” the supervisor 
asked. Sam let out a stream of abuse. 
The next day he was given his walking 
papers. He howled so loud and long 
that the issue finally went to arbitra- 
tion. Said Sam, sweetly: 


1. Maybe I shouldn’t have said what 
I did—but I don’t deserve to be 
fired. I’ve been talking this way 
for years; nobody did anythnig. 


2. The fact that I wasn’t disciplined 
before for abusive language means 
I was forgiven. So this is a first 
offense, and you don’t fire a man 
for a first offense. 

. This is a pretty lenient company. 
It shouldn’t get tough all of a sud- 
den. A man is entitled to a staff 
warning before the company 
changes its policy. 
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COR Y corporation 


A leading producer of world-famous 
“products for better electric living” 


Wes Bay 
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“NCR PAPER saves us 


its entire yearly cost...every nine months.” 
—CORY CORPORATION, CHICAGO, ILL. 


‘"NCR Paper is a valued ‘business friend’ for us. We've used it for years for many reports and forms. 

“*New NCR Paper Report of Call forms enable our territory managers to give concise, fast, daily sales reports 
to their sales managers. NCR Paper memo forms make it easy for traveling Cory executives to write ‘Ouick 
Action’ memos to home office and field personnel. 

‘‘Our NCR Paper forms always provide clean, clear, easy-to-read copies. Originals and copies are picked up as 
complete units. Insertion, removal and disposal of carbon paper ore eliminated. This simplifies procedures and speeds 
important communications. ) 

“Our experience with NCR Paper shows 


f Yf y a ¢ 
it saves time and effort every time we use [ MUALL Ff, ana 
Be 


it. We estimate NCR Paper easily soves us 


¢ : . : 
its entire yearly cost, every nine months."’ President, NCR PAPER : 
Cory Corporation § bs : 
ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER ELIMINATES me 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio CARBON PA 
77 YEARS OF HELPING BUSINESS SAVE MONEY es 


For More Information Circle No. 261 
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The company softly answered: 

1. Just because we've been lenient 
before doesn’t mean that we cannot 
crack down when we think we have 
had enough. We talked to Sam and 
warned him once. 

2. We admit we let things go too 
long, but enough is enough. If we lose 
this case, then management is being 
penalized for having been lenient. 

Was the Company: 
RIGHT (1 WRONG (1 
WHAT ARBITRATOR B. L. LUSKIN 


Is Severance Pay a Condition 


What Happened: 


When business took a bad turn, the 
company began to cut the payroll. Ten 
salesmen were given their notices. They 
demanded severance pay. The company 
was surprised. While the salesmen were 
covered by a union agreement, there 
was nothing in the contract that called 
for such provision. Argued the union: 

1. True, there is nothing in the agree- 
ment about severance pay, but there is 
a clause which says there shall be no 
lowering of working conditions for the 
life of the contract. 

2. It has been the policy of the com- 
pany to give severance pay to employees 


RULED: “When management forgives 
an offense it doesn’t mean the offense is 
wiped off. Sam X’s attitude and use 
of profanity toward members of super- 
vision subjected him to the severest kind 
of penalty. The fact that the company 
exercised restraint does not require it 
to put up with repeated vilifications. 
That the company did not discipline the 
employee on other occasions cannot 
now serve to bar it from exercising its 
right to discipline to the extent war- 
ranted by the offense.” 


of Employment? 


and salesmen. You cannot change that. 

The company answered: 

1. That’s right, we have always given 
severance pay, but at our discretion. 
Now we can’t afford it. 

2. If severance pay was a solid pol- 
icy, why wasn’t it included in the bar- 
gaining agreement. This shows that the 
policy was voluntary on our part. 


Was the Company: 
RIGHT (0 WRONG (1 


WHAT ARBITRATOR BURTON B. 
TURKIS RULED: “Severance pay is 
a major condition of employment—and 
no parallel of the ‘Christmas Turkey’ 
situation. The practice was initiated 
and perpetuated on a bilateral, rather 
than a unilateral, basis. The practice 
is of long standing and maturity. Em- 
ployees have assuredly come to rely on 
the practice. The business factors which 
compelled the layoff manifestly require 
a severance payment basis or formula 
which provides a fair and just solution 
of the problem. In the judgment of 
the arbitrator, that basis is one week’s 
pay for each year or portion thereof 
of employment.” 





HOLD MOST! 


She is holding WJ ‘Favorite’ File 
No. LV-9117A with “NO-TYE 
Elastic Cord 


WILSON JONES FAVORITE EXPANDING FILES 


...expand to greater capacity than any other stock files you 
can buy. Thus fewer files hold more records... save you 
money and space. Reinforced gussets and extra stretch mean 
less wear and tear in constant daily use. There’s a Wilson 
Jones expanding file for every office need, many with famous 
“NO-TYE” elastic cord. 

This convenient display in your stationery store makes 

it easy to choose the right files. 


COOKE & COBB DIVISION 


WILSON JONES 


200 S JEFFERSON ST. CHICAGO 6+ NEW YORK - BOSTON ATLANTA - GAN FRANCISCO 


For More Information Circle No. 282 
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Chances are you don't think about calculators much. But executives who have looked 
into them generally find it’s smart business to settle on a Marchant. Why Marchant? 
Because it-(a) starts figuring the answer before you have finished. the question; (b) gives 
you the result with minimum fuss and maximum accuracy; (c) has a dial right on the 
keyboard to help you double-check your figures! No wonder Marchant is the ‘world’s 
largest-selling calculator . . . figures in the most successful businesses. Why not yours? 


Ask a Marchant man for a free demonstration — or mail coupon on the opposite page 
Marchant — made in America. 
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For More Information Circle No. 427 





Purchasing-Receiving 


System Saves With 


Translucent Forms 


h PURCHASE order - receiving sys- | 


tem at Duro Co., Dayton, Ohio, 
is proving that creative application of 
modern control techniques can pay off 
immediately in reduced clerical costs. 
The firm manufactures electric water 
pumps, water softeners, swimming pool 
filters and complete water systems. 
John P. Conaid, purchasing agent, who 
claims that control of repeat writing 
is the key to purchasing department 
efficiency, cites his diazo system and 
forms which have reduced receiving 
report writing as much as 80%. 

“We use a single form as a master 
for both purchase orders or receiving 
reports,” Mr. Conaid explained. “This 
form is printed on a translucent sheet 
to permit making copies on our Brun- 
ning Copyflex machine.” Duro did 
away completely with a multipart pur- 


chase order form. “We prefer the flexi- | 
bility that a single master gives us,” | 


Mr. Conaid said. “It permits us to re- 
produce the exact number of copies 
required by a particular order.” 

For such orders, the master purchase 
order-receiving report is a ‘preprinted 
translucent paper sheet, first processed 
in the material control department and 
then sent to the purchasing department 
where the purchasing agent fills in the 
supplier’s name and address. Then the 
master is sent to the Copyflex operator 
who makes copies as required for ven- 
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How close are you to calculators? 


¥ 


to see its remarkable function and adapt- 
ability to your business, by asking for a 
free demonstration. Mail coupon below. 
Marchant —made in America. 


And don’t forget to ask for a 


FREE 


“Marchant Methods” Study 
tailored to your industry 


Marchant has compiled over 200 studies, 
each tailored to a specific industry. For 
your free copy of ‘“‘Marchant Methods” 
tailored to your business, mail this coupon 
today. Let Marchant show you how you can 
make figurework less work. 


Is/c/mj MARCHANT 


DIVISION OF SMITH-CORONA MARCHANT INC 
410 Park Avenue, New York 22, N.Y. 

ree ee ee ee ee ee ee et ee oe, 
| Smith-Corona Marchant Inc. 0-10 
| 410 Park Avenue, New York 22, N. Y. l 


| () At no obligation, please send me my free copy l 
of ‘‘Marchant Methods.” 


CJ | would like a demonstration at no obligation. | 


| Company.... 
| Type of Business 
ee ee 





| dor, two general purchasing copies, re- 

_ ceiving, accounts payable, expediter, 

| requisitioner (when required), and nu- 
merical file. 

As shipments come in, delivery is 
| noted on the receiving record section 
| of the translucent purchase order copy, 
| and appropriate notations regarding 
| back-orders are made. Then the inter- 
| mediate is sent to the copying machine 
| Operator who makes opaque copies for 
| accounting and purchasing departments. 

In the accounting department, ac- 
| counts payable clerks match back- 

orders with the purchase order infor- 

mation and vendor’s invoice. If all 

items are in agreement, invoice is ap- 

proved for payment. The purchasing 

Did you know... department uses the new copy made 

the original in its file. This procedure 

eliminates hand writing separate receiv- 

ing slips to keep accounting and pur- 
chasing department informed. 

“Those receiving reports were really 


DEFIANCE CALENDARS 
FEATURE “HOLIDAYS IN RED” 


Holiday dates are printed inredincurrent | 
month calendar block . . . another 1 | 
EXCLUSIVE KEITH CLARK-DEFIANCE I | 
calendar feature. Also, today’s date is boxed in] 
for your quick referral to the day of the week. | 
Complete line of desk calendars with 


bases in attractive decorator colors. ! 
Order from your Stationery Supplier or write i 
/ 


\ 
ONLY KEITH CLARK and ; by the receiving department to replace 
\ 
1 
| 


| 


for FREE catalog and name of nearest dealer. 


Keith Clark & Defiance Calendars 
Manufactured by — 


2S 


KEITH CLARK, Inc. 


1451 Broadway New York 36, N. Y. 
Phone: LAckawanna 4-4895 


‘ 


Copies of forms are made quickly on the 
Copyfiex machine which is. also used by 
the engineering department. 


For More Information Circle No. 414 
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BUSINESS GOES SMOOTHER WITH 
BOSTITCH STAPLERS 


Bostitch staplers have a flair for efficiency. Whether you choose them for looks 
or for function, you can depend on them to give you years of useful life. The 
B8R — stapler, tacker, remover and plier in one machine; the B5 for unbeatable 
performance and efficient service; and the handsome B12, a truly executive 
stapler—the most popular choices for office work. Just look up “Bostitch” in 


your phone book for prompt attention to all your 
BOSTITCH 


office stapling requirements. 


Fasten it better and faster with 


310 Briggs Drive, East Greenwich, R. 1. 
For More Information Circle No. 280 
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STORE’EM 


PRONTO 


FILE ’EM 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER 


HECK 
SIZE . 


SIZE 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


—---------------} 


| PRONTO FILE CORPORATION 

| 415 Madison Avenue, New York 17, N. Y. 

i ( Please send me your latest Pronto catalog. 
| ( Have your representative call for demonstration. 


| 
| 
| 
| 
| Name. | 
| 
| 
| 
t 





| Address. 
| City. 





Zone State 





I 
BSG eRERSEAAREH CAKE SP eRe oe 
For More Information Circle No. 432 
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a chore to prepare, Mr. Conaid said. 
We had to write complete descriptions, 
purchase order number, part number, 
quantity, price, in fact, everything that 
appeared on the original purchase or- 
der. Now the only writing of purchase 


| order information done in the receiving 
| 


department is the number of parts back- 
ordered. Transcription errors are elimi- 
nated, because what is ordered is clearly 
indicated on original form. There’s a 
complete historical record of an order 
on a single sheet; no need to make a 
record search to determine if delivery 





| corresponds with balance due.” 


“In the purchasing department, it 
was formerly necessary to transfer all 
delivery information to the original pur- 
chase order. Now we simply destroy 
the old copy as soon as the new copy 
comes from the receiving department. 
The purchasing department has prompt 
notification of deliveries received. 
There’s less follow-up because the re- 
ceiving data and purchase information 
are on the same sheet. Posting to sepa- 
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Copies are distributed by copying machine 
operator who does work formerly handled 
by several clerks at Duro Co. 
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Corro-Bags the modern way to mail 


— Speed handling with clean, modern 
Corro-Bags! Available in a wide range of stand- 
ard sizes, these low-cost cushioned shipping 
containers have their protection literally built 
in. No bulky fillers to add weight. Corro-Bags 
pop open for easy filling, are stapled or taped 
closed. No finger cuts from sharp paper edges. 
Used by banks, insurance companies, offices, 
stationery and publishing firms — to ship 
printed material, office forms, books, supplies, 
replacement parts, hardware, hundreds of items. 
Free samples, write Dept. O. 


Shetmuan 


PAPER PRODUCTS COMPANY 


156 Oak Street, Newton 64, Mass. 
2245 W. Pershing Rd., Chicago 9, Ill. 


OrviSiOn OF St.Regis 


PAPER COMPANY 


For More Information Circle No. 255 





rate follow-up records is unnecessary. 
We make extra copies as we need them. 
And there’s no need to maintain space- 
consuming files, since the latest receiv- 
ing report contains all the information 
we need,” he added. 

“In the accounting department, ven- 
dor invoices can be discounted sooner 
because receiving report delays are 
eliminated. Accounts payable are 


~~ 


cleared faster because checking is 
simplified. The latest receiving copy 
shows the entire history of order and 
receipts. There is no need to check 
against purchase order and several re- 
ports, nor to post date and quantities 
received to separate status records,” 

Mr. Conaid reports. 
“We have now enlarged our diazo 
copying application so that our ma- 
— chine is used for 
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Data Card Rotor-File 


Multiple — Desk Rotary 
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Single Pedestal 
Rotor-File Desk 


NEW PROFITS 
with WASSELL WORK 
ORGANIZERS 


Wassell revolving files bring the 

work to the clerk: 

¢ Turn walking hours into 
working hours 

¢ Save up to 50% of filing time 

¢ Increase accuracy, efficiency 
and clerk morale 

And another big saving: Wassell 

Work Organizer revolving files save 

up to 40% in floor space. Send 

for your free literature on Work 

Organizers for the Sixties. 


WASSELL ORGANIFATION INC. 


DEPT. 0-10, WESTPORT, CONNECTICUT 


For More Information Circle No. 392 


about 20 to 30 
different pur- 
poses,” Mr. Con- 
aid concluded. 
“In addition to 
our purchase or- 
der operation, we 
use it in an order- 
invoice operation, 
for product. re- 
ports, copying 
stock room and 
engineering speci- 
fications; for 
making up copies 
of standard print- 
ed forms in small 
quantities (for 
example, daily in- 
spection reports) ; 
for making ac- 
counting depart- 
ment reports, in- 
cluding daily 
sales reports; for 
production sched- 
uling reports, or- 
der and machine 
reports, and order 
received reports; 
and copying time- 
study sheets.” 
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Throw away your old ideas about printing papers 


The old idea that only a heavy paper is suitable 
for fine printing and duplicating is now out- 
moded. Olin has developed a new concept in 
papers, called Waylite. It’s a lightweight stock 
as Opaque as many papers twice its weight, with 
extreme whiteness and great strength. Waylite 
is ideal for price lists, mailing pieces, product in- 


serts and sales bulletins. It can cut your postage 
in half, and reduce the bulk and weight of your 
printed material. And you can print on both 
sides of it. Ask your Olin fine paper merchant 
about Waylite offset duplicating paper, or write 
to us. Once you've seen Waylite, you'll be happy 
to discard your old ideas about printing papers. 


2>1i 
PACKAGING pDivision QS In 


ECUSTA PAPER OPERATIONS, PISGAH FOREST, NORTH CAROLINA 
For More Information Circle No, 306 





























BATES C-H30 Electric Stapler 

This fabulous machine staples at a 
touch of the paper! Jam-free and easy 
to reload, the Model C Head makes its 
own staples from a continuous roll of 
rust-proof brass wire—5,000 at one 
loading. Interchangeable H-30 Head 
for heavy duty jobs (up to 100 sheets 
at a time). Rugged construction as- 
sures long, trouble-free service. 


BATES ‘'56” Electric Stapler 
Completely automatic, staples at a 
touch of the paper. Uses a BATES “‘56” 
standard stapler, easily removable and 
replaceable, loading 210 standard 
staples. Adjustable depth gauge makes 
it easy to place staple the desired dis- 
tance from edge of paper. Other fea- 
tures include compact design, push- 
button loading and ‘‘Safety-matic’”’ 
construction. 


BATES ELECTR 


For complete information, write 


Standard for Excellence the BATES manufacturing co. 


eel Orange, New Jersey 
New York Office: 63 Vesey Street, New York 7, N. Y. 


NUMBERING MACHINES © STAPLERS « LIST FINDERS * PUNCHES ¢ STAMP PADS « EYELETERS 





For More Information Circle No. 272 
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to keep life in FLEXOLINE lists without recopying 


Snap out dead listings. Snap in 
new names in exactly the se- 
quence you want. Type only fresh 
additions...in seconds...on 
scored sheets that separate into 
springy strips. Flexoline frames 
in hinged stands or rotaries hold 
thousands of strips for instantly 
visible reference. Perfect for list- 
ings of parts, phone information, 
cross files, account numbers, 
routing guides and hundreds of 
other active records. For more in- 
formation, send the coupon now. 











ACME VIGIBLE RECORDS, inc, 
2210 West Aliview Drive, Crozet, Va. 
Please give me full facts on time and 


money saving Fiexoitine reference 
systems. 


| 





NAME 


<6 Sx 2 4 





For More Information Circle No. 242 
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XEROGRAPHIC HALFTONE PLATE 


Xerox Corp., Dept. X323, Rochester 3, 
N. Y., has developed a faster xerographic 
plate which makes possible quality repro- 
duction of halftones, photographs, large 
solid areas and linework by xerography. 
Used with xerographic master-making 
equipment, this plate provides an inex- 
pensive substitute for film negatives in 
the preparation of offset paper and metal 
masters. It allows greater flexibility to 
the operator because of increased ex- 
posure latitudes, reduces prospect of 
human error, improves ease of process- 
ing and quality of output. Procedures 
for using the fast plate are similar to con- 
ventional xerography except that exposure 
time can be cut as much as 75%. Con- 
tinuous tone subjects (photos) require 
flashing the plate to an opaque positive 
or negative paper screen to create a half- 
tone pattern before final exposure. Image 
development and fusing are the same as 
before. Plate provides crisp, clear qual- 
ity in offset masters and runoff copies. 
It enhances, at no extra cost, present use 
of xerographic tone tray for coarse-screen 
reproduction of certain types of originals. 
Plate works with any type of direct image 
offset paper master prepared from any 
original. Copies all colors, even reds and 
blues, and may be used for preparation 
of vellum intermediates for diazo repro- 
duction and transparencies for use in 
overhead projectors. For More Informa- 
tion Circle No. 137. 


STENCIL DUPLICATOR 


Gestetner Corp.,' 216-222 Lake Ave., 
Yonkers, N. Y., announces the Model 380 
stencil duplicator with a duplicating area 
16%” wide by 1342” in length. Operat- 
ing features are dual cylinders, oscillating 


182 


ink rollers and tubed paste-ink which 
give sharp, crisp copy with a high degree 
of operator cleanliness. Special features 
are an automatic copy counter, automatic 


inking, self-adjusting floating feed to per- 
mit feeding of all paper stock from air 
mail to cardboard, automatic paper jog- 


ger, and a variable speed controi. Can 
run large-size forms, such as inventory 
control sheets, accounting records, traffic 
scheduling forms, sales promotion folders, 
etc. For More Information Circle No. 206. 


PHOTO TYPESETTER 


Protype Graphics Div., Electrographic 
Corp., 305 East 45th St., New York 17, 
N. Y., announces the Protype which sets 
type rapidly and works under room light. 
Roll-up paper in machine enables oper- 
ator to set continuous copy of any length 
without interruption. Self-contained paper 
magazine is in accessible location. Magni- 
fied linespacer locates any line at a 
glance. Linespacer set knob permits set- 
ting at any predetermined reading. Line 
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advancer knob permits precise vertical 
measurement and interlineal spacing. Mag- 
nified character index spacer controls 
letterspacing. Work surface allows paper 


size up to 17”. Feed rollers permit paper 
feeding as firmly and evenly as a type- 
writer. Flexible cable provides for easy 
manipulation of the exposure lamp. For 
literature, Circle No. 165. 


BLUEPRINT FOLDER 


Baumfolder Div., Bell & Howell, 1540 
Wood St., Philadelphia 2, Pa., announces 
the Printfolder Model 222, a three-station 


feed type machine permitting varying sizes 


of blueprints to be fed from any of three 
stations and folded simultaneously. This 
eliminates the delays, imperfections and 
drudgery of hand folding large sheets. 
Said to pay for itself in a short time and 
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to continue saving money. Can be used 
in engineering and production departments 
which file and distribute blueprints to 
other offices, service departments, sub- 
contractors, etc. For More Information 
Circle No. 144. 


COPYING MACHINE 


Ozalid Div., General Aniline & Film 
Corp., 526 Corliss Lane, Johnson City, 
N. Y., announces a copying machine 
weighing 22 lbs. and capable of handling 
material up to 12” wide. The Transferon 
12 Convenience Copier is a versatile, com- 
pact unit for small offices or quick port- 
ability from one spot to another in larger 
offices, with its retractable carrying han- 
dle. It produces copies in seconds from 


opaque or transparent originals up to 12” 
wide by any length, printed one or both 
sides. There is no need to wait for warm- 
up once machine has been started with 
flick of single control lever. It reproduces 
clearly and sharply every detail of original 
regardless of color. Images on almost any 
type of medium are reproduced with equal 
clarity and sharpness. A built-in, light- 
tight paper safe makes it a complete unit. 
Plugs into any 110-volt AC 60 cycle out- 
let. Case is durable and smartly styled 
high-impact styrene in gray and white, 
22%” wide, 12” deep and 94%” high. A 
quart of pre-mixed developer in a slip-in 
cartridge eliminates mixing and prevents 
oxidation. When machine is turned on, 
developer automatically flows into de- 
veloping tray and returns to air-tight 
cartridge when machine is turned off. For 
More Information Circle No. 153. 





MOVING STAIRWAY 


Austostair Sales, 1541 W. Altgeld St., 
Chicago 14, Ill., announces the Autostair 
moving stairway with reversible two-way 
operation for fast, safe transportation of 
workers between floors. Reversible fea- 
ture reduces costs by eliminating need for 


separate up and down units- Unit runs 
only when used by a rider and is always 
openly accessible. Manufactured preas- 
sembled to permit fast, low-cost installa- 
tion with minimum disruption of office 
operation. Up to 450 persons per hour 
can be accommodated. Costs approxi- 
mately $5000 installed. For More In- 
formation Circle No. 139. 


FLUID DUPLICATOR 


Standard Duplicating Machines Corp., 
Everett 49, Mass., announces an improved 
Titan Fluid Duplicator for 14” x 18” 
forms. Automatic ream tray feeds sheets 
automatically. In one loading, feed tray 
accepts 500 sheets of 20 Ib. paper or an 
equivalent thickness of other weights of 
duplicating paper or card stock. Stand- 
ard Titan handles intermediate sizes, small 
forms, cards, coupons and mailing labels 
down to 3” x 3”. In operation, its noise 
level is low. Compactness of machine is 
achieved by using a drum size with the 
greatest dimension around the circumfer- 


184 


ence of the drum that holds the master. 
The 18” length is the approximate cir- 
cumference of drum and 14” is the drum 
width. Micromatic registration adjust- 
ment lever with quick-lock action allows 
duplicating to full dimensions of a sheet. 
Micromatic adjustment also instantly 
changes machine registration up or down 
on copy sheet to compensate for any in- 
accuracies in printed forms. Autometric 
gallon pump fluid system, built into cab- 
inet of machine, draws fluid directly from 
original gallon shipping container. Pre- 


set counter may be set for exact number 
of copies desired from one to 999. When 
the preselected quantity are duplicated, 
machine shuts off automatically. Mag- 
netic block-out slot makes it easy to insert 
a block-out pattern if a system calls for 
certain data to be omitted on some forms 
and not on others. The Titan can be used 
with McBee Keysort and IBM punched 
card systems to reproduce visual informa- . 
tion. For More Information Circle No. 
162. 


AUTOMATIC PHOTOGRAPH 
PRINTER 


Fotorite, Inc., 6424 N. Western Ave., 
Chicago 45, Ill. announces the Fotorite 
Rapid Print Process which, within 5-15 
seconds, produces high quality semidry 
contact and enlargement prints, up to 11” 
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x 14”, Fotorite consists of a compact, 
table-top processor; developing and stabil- 
izing chemicals; and sensitized papers. 
Negatives are exposed on Fotorite paper 
with a standard contact printer and en- 
larger, paper is slipped into  Fotorite 
processor which automatically turns out 
a finished print on a wide variety of pa- 
per surfaces, weights and sizes. Paper is 


manufactured exclusively for Fotorite, 
Inc., by Mimosa G.M.B.H., Kiel, West 
Germany, and available in several con- 
trasts; three weights (document, single 
and double); glossy and semimatte sur- 
faces; smooth and pebble grain finishes, 
in white, cream and ivory colored. Power- 
driven six-roller Fotorite print processor 
eliminates possibility of irregularity in 
chemical application, is said to guarantee 
exceptional stability up to ten years. For 
More Information Circle No. 171. 


TAB CARD VISIBLE FILES 


Vue-Fax System Controls Corp., West- 
bury, N. Y., makes the Vue-Fax DFC/ 
VFC System, for use with all modern 
data processing equipment comprising 
cabinets to fit the special needs of many 
different office systems. Punched cards 
are stored vertically with immediate ac- 
cess to all when top of the cabinet is 
open. Storage capacity ranges from 10,- 
000 cards in a single unit to an unlimited 
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number in multi-file set-ups. Lucite bear- 
ings provide automatic spacing at top of 
file and eliminate friction. Aluminum 
spacing panel assures maximum filing ca- 


pacity and prevents sag. Movable index 
tabs, angled for full visibility, permit easy 
expansion and contraction of file. Rayon 
velour base provides additional stability 
at base of cards. Card-out control is 
printed on face of index guides. For More 
Information Circle No. 172. 


DICTATING MACHINE 


Dictating Equipment Div., North Amer- 
ican Philips Co., 230 Duffy Ave., Hicks- 
ville, N. Y., announces the Model 81R 
tape dictating and transcribing machine 


with remote control microphone which 
uses only three controls to handle dicta- 
tion, transcription, rapid review, start and 
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stop. Microphone also serves as a speaker 
for playback and dictation review. It is 
sensitive to all voice levels and automat- 
ically adjusts itself for maximum clarity. 
Model 81R features magazine loading. 
Operator merely drops tape magazine into 
position and proceeds to dictate or tran- 
scribe. A buzzer automatically signals 
when end of tape is reached. Micro- 
phone-telephone switching from dictation 
to telephone recording permits immediate 
recording of telephone conversations. Con- 
veniently portable, it weighs 8 Ibs., in 
two-tone gray and red to blend with 
modern decor. Accurate two-digit counter 
enables user to quickly and easily locate 
any portion of dictated material. Mag- 
netic tape can be used over and over for 
greater economy. Automatic quick erase 
mechanism enables secretary, in a matter 
of minutes, to erase all the tape after 
transcription is complete and have it 
ready for reuse. Priced at $219.50 com- 
plete with power microphone, loaded 
magazine, log pad and dust cover. Tran- 
scribing accessories available separately. 
It operates on 117-volt AC, 60 cycles; 
draws 30 watts, dimensions are 10” x 
7%" x 4”. For More Information Circle 
No. 156. 


COPYING PAPER, CHEMICALS 


Haloid Photo Div., Xerox Corp., Haloid 
St., Rochester 3, N. Y., introduces Texta 
diffusion transfer papers and chemicals. 
Field tests are said to reveal that Texta 
papers offer greater brightness, excellent 
overall print quality and a wide exposure 
range. Comprised initially of negative 
and positive copy papers, transfer solution 
and cleaner, Texta diffusion transfer prod- 
ucts will be sold through branch offices 
now serving Xerox customers. Papers 
have an outstanding whiteness and the 
concentrated transfer solution has a work- 
ing life of extended duration. For More 
Information Circle No. 149. 


TICKET IMPRINTER 


A. Kimball Co., 8 Rewe St., Brooklyn 
11, N. Y., announces the inexpensive 
Kimball Compact Marking Machine for 
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imprinting string tickets, pin tickets, pres- 
sure sensitive labels, etc., with up to five 
lines of 6, 8 10 or 12-pt. type. The light- 


weight, portable machine is used for both 
product identification and in data process- 
ing systems. For More Information 
Circle No. 181. 


EXECUTIVE CHAIR 


Shaw-Walker, Muskegon 6, Mich., an- 
nounces an easy-to-adjust executive chair 
which provides tailored-to-fit seating for 


both the short and tall. Greater comfort 
stems from the base and sliding seat which 
permit more practical adjustments. Seat 
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adjusts forward and backward to fit any 
thigh length. Height adjusts to provide 
occupant with exact fit from knees to floor. 
Seat is extra large and heavily cushioned 
to provide spacious comfort for the most 
portly worker. Posture-sloped, it en- 
courages the correct, most restful upright 
position. Full-width, extra-high back is 
contoured to provide form-fitting support. 
New model is Stock No. 519. For Carlyle 
500 Folder No. OG-44-A, Circle No. 176. 


SPIRIT MASTER 


Rose Ribbon & Carbon Mfg. Co., 
Harrison, N. J., announces development 
of a fluid duplicating master that elimi- 
-nates handling smudges and dye transfer 
by framing the carbon within the unit. 
Elimination of exposed carbon edges not 


only stops the staining of borders, but 
reduces the chance of soiled hands and 


clothing for secretarial personnel. Rose, 
a subsidiary of Bemis Bro. Bag Co., is 
manufacturing the master units under its 
Sta-Clean trademark in purple (294) and 
black (604), 84%” by 11”. Other colors 
and sizes will be added soon. For More 
Information Circle No. 178, 


STEEL SHELVING 
Aurora Steel Products Co., 153 3rd 
St., Aurora, Ill., makes Quik-Lok shelving 
of which practically anyone can assemble 
an entire section in less than five minutes 
without nuts, bolts or tools. There are 
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only three basic parts: uprights, shelves 
and shelf supports (no sway braces are 
used). Shelf supports lock into slots 
punched on inner faces of uprights to 


provide front and rear support for entire 
shelf. Optional parts provide variety of 
arrangements for open, closed and bin- 
type shelving. For details and literature, 
Circle No, 168. 


PAPER CUTTER 


Michael Lith Sales Corp., 145 West 
45th St., New York 36, N. Y., has added 
an electric paper cutter to its Triumph line 
of office paper cutters. Cutting over a 
ream of paper (2%4”) in seconds, the Tri- 
umph Electric-15 has an easy-to-read, easy 
to handle backgauge to insure accurate 
cutting and trimming by male or female 
office personnel quickly and safely. While 
factory-type cutters may not be allowed 
in some office buildings, the Triumph 
Electric-15 is acceptable as office equip- 
ment and can handle paper-cutting work 
up to 15” wide. This permits cutting to 
be performed quickly and economically 
by any available personnel within the or- 
ganization. The Triumph Electric-15 will 
produce volume cutting not only for du- 
plicating and reproduction departments, 
but for electronic posting systems requir- 
ing ledger-statement separation, for slic- 
ing computer print-outs and cutting auto- 
matic-billing output. Low enough in 
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price to be used as a second cutter with- 
out usurping the time of larger equip- 
ment where such exists. Has the basic 
features of a power cutter, refined so 
that it can be handled easily by non-pro- 
fessional personnel. It requires prac- 
tically no adjustments. The table has a 
comfortable cutting height of 3242”. When 
knife needs adjusting, a simple turn of a 
knob raises or lowers it, without tools. 
There is an additional calibration on 
front of machine for measurements as 


small as 1/32” for perfect cutting every 
time and to allow trims of narrow widths 
to one inch. Housing encloses all elec- 
tric control equipment and shields all 
moving parts. It has a three-way switch 
for cutting, reverse and off. Two inde- 
pendent electromagnet brakes are an ad- 
ditional safety feature. Saves electricity 
costs because motor charges only when 
actual cut is made. Has 15%” cutting 
width; 2%” cutting thickness; 9144” x 
24%” table space (front of knife bar); 
Y% hp, 110-volt AC motor. For More 
Information Circle No, 175. 


FLUORESCENT LAMPS 


Interlectric Div., El-Tronics, Inc., War- 
ren, Pa., announces a new square fluores- 
cent lamp. Since the efficiency of a fluo- 
rescent lamp is higher if the length of the 
discharge path is longer, the tube in this 


188 


lamp is bent back on itself several times. 
The current goes through a labyrinth 
path between two sheets of flat glass 
formed into a special shape. Two designs 
are available: one has a waffle shape on 


the front; the other shows the labyrinthine 
path. Both are 9” square and fit directly 
into all existing 9” recessed incandescent 
fixtures, requiring only the addition of an 
instant starting ballast. Design life is 
10,000 hours. Fer More Information 
Circle No. 155. 


CHAIRS 


Remington Rand Systems Div., Sperry 
Rand Corp., 122 East 42nd St., New 


York 17, N. Y., announces the 800 chair 


line, which features five adjustments: seat 
height, tilting tension, backrest height, 
backrest depth, backrest tension. Execu- 
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tive chairs are masculine in proportion. 
The supervisor chair is constructed to 
endure hard use. Secretarial chairs have 
posture control and support. The line 
comes in nine colors. For More Infor- 
mation Circle No. 148. 


PAPER HANDLING COMPOUND 


Rite-Line Corp., 4209 39th St. N.W., 
Washington 16, D. C., offers Sure-Touch 
fingertip moistener which provides posi- 
tive fingertip control for counting money, 


sorting checks and handling paper. It 
is greaseless, odorless and stainless. Elim- 
inates cumbersome rubber fingers and un- 
sanitary sponges. In attractive green and 
white plastic box at 50c. For More Infor- 
mation Circle No. 120. 


PHOTOCOPIER 


Rovico, Inc., 320 Market St., Newark 
2, N. J., announces the completely auto- 


matic Rovico Fotomate, a full 15” model 


featuring Rovi-Pak disposable plastic 
cartridge that eliminates mixing and pour- 
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ing solution. This cartridge takes 30 sec- 
onds to install and lasts up to 30 days. 
Fotomate claims advantages of a dry 
machine and will permanently copy any- 
thing the eye can see, photo-exact, with 
maximum contrast. Lightweight and 
portable, this 17-lb. machine is styled in 
pastel beige. Costs $170. For More In- 
formation Circle No. 173. 


Yawman & Erbe Mfg. Co., 1001 Jay 
St., Rochester 3, N. Y., announces that 
Tempic 9-Line desks are shipped com- 
pletely assembled. Desk has an integrated 
frame assembly in which all parts are se- 
curely fastened to, and reinforce, each 
other. All parts rest on firm supports. 
Inverted U-channel stretcher, tied to hori- 
zontals, assures that pedestals maintain 


proper spacing without sagging or buck- 
ling. O-frame welded channel construction 
behind front of pedestal adds diagonal 
strength and guards against out-of-line 
drawers; U-shaped channel inserts in 
tubular legs provide reinforcement so 
that desk can be shipped set-up; inserts 
also keep legs from bending no matter 
how many times desk is moved in the of- 
fice. Other features include knee-space 
drawer; adjustable glides for easy level- 
ing; reference shelf with plexiglass insert 
for phone numbers, charts, maps, etc. 
Chrome strip on front of desk serves as 
pull for knee-space drawer which tapers 
back 20” and has an inside height of 
2%”. Adjustable glides, which permit 
height of the desk to be varied up to 1”, 
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have square skirts to cover leveling screw. 
Reference shelf slides on its own track 
within top drawer opening of pedestal. 
Ten top sizes are available for single and 
double pedestal desks and five top sizes 
for Mod U Ell and credenza_ units. 
Standard top is reinforced steel with 
laminated plastic top cover and steel bind- 
ing. Also available will be self-edged 
laminated plastic tops and wood tops in 
walnut, cherry, teak, rosewood and but- 
ternut veneers. Auxiliary tables and cre- 
denza units in decorator colors also will 
be available in December. For More In- 
formation Circle No. 167. 


TYPEWRITER RIBBONS 


Frankel Mfg. Co., 285 Rio Grande Blvd., 
Denver 23, Colo., introduces Klean-Write 
Nytex synthetic typewriter ribbons which 
are said to combine the qualities of silk, 


TPEWRITER | RIBBON 


nylon and cotton cloths, write sharper and 
outlast conventional fabric ribbons. Nytex 


ribbons come in standard 12-yd. lengths, 
retail at $12 per doz. Manufactured in all 
colors, also in special offset and record 
inkings. For More Information Circle No. 
166. 


ELECTRIC PENCIL SHARPENER 


Matsushita Electric Corp. of America, 
41 East 42nd St., New York 17, N. Y., 
offers the Point-O-Matic electric pencil 
sharpener with a dial to set it for mak- 
ing any size point from fine to broad and 
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a light indicator that tells when poim is 
sharpened. The large visual shavings 
receptacle is easily removable. Suction 
cups hold machine steady and prevent it 


slipping. Shavings cannot clog the sealed- 
in motor and ball bearings require no oil- 
ing. Units is 35%” x 6%” x 5%”, weighs 
3 lbs. 10 ozs., draws 50 watts on 115-volt 
AC., lists at $29.95. For More Informa- 
tion Circle No. 180. 


GOLD PEN & PENCIL 


A. T. Cross Co., Providence 5, R. L, 
offers the Executive pen and pencil set, in 
solid 14-kt. gold, which features perfect 
balance, slimness and a smoothness of 


writing heightened by the Cross Star Ruby 
ballpoint refill. _Handsomely gift pack- 
aged, it retails at $100 including tax. In- 
dividual pens or pencils are $50 each. 
For More Information Circle No. 145. 
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DOES YOUR 
MIMEOGRAPH 





Does your secretary get messy whenever she uses the mimeograph? Does she have 
to clean it for each job even when you're rushed? Are copies fuzzy and indistinct? 
lf your answer is yes, see the new Bohn Rex-Rotary twin cylinder, paste ink 
mimeograph. It’s the first really clean mimeograph; never leaks, stays clean, always 
ready for instant use. Always produces clean, sharp, printing-press quality copies. 
AND it sells for far less than other first quality mimeographs. Mail this coupon today. 


BOHN DUPLICATOR COMPANY == [_] _Piase arrange a demonstration in our 
444 Park Avenue South, Dept. C-1 ] | 4 Please send further information, including 


portfolio of samples printed on the Bohn 
New York 16, N.Y. Rex-Rotary. 


Le SE 
, SSS 


For More Information Circle No, 241 
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COPYING MACHINE 


Photorapid Corp., 142 Oregon St., El 
Segundo, Calif., announces a 15” Electra- 
Matic photocopy machine. Its extra-wide 
throat easily accommodates 14-column ac- 
counting pages, large engineering docu- 
ments or any large originals. Clean, clear, 
fast automatic operation makes bright, 
sharp, black-and-white photographic copies, 
from any color, in ordinary room light. 
Copies are often better and easier to read 


than original. There is no delay for fluid 
changes: fluid is sealed in a disposable 
plastic cartridge that can be quickly re- 
placed. Because it is sealed from air, fluid 
stays fresh longer for better results. Ac- 
counting firms use the 15” ElectraMatic 
for permanent copies of profit and loss 
statements, checks, tax records, letters of 
credit, audits and customer account rec- 
ords. It is useful in engineering offices for 
quick copies of blueprints, specifications, 
laboratory reports, research data, graphs, 
and government regulations and codes. 
For More Information Circle No. 116. 


PORTABLE TYPEWRITER 


Standard Voss Corp., 334 E. Weber 
Ave., Stockton 2, Calif., are national dis- 
tributors of Voss Business-Riter typewrit- 
ers, compact machines designed for office 
use but supplied with light, sturdy carry- 
ing cases. Made in Western Germany for 
the American market, machine has nine- 
key tabulator, full width standard key- 
board and operating controls positioned 
as on domestic machines. A single knob 
sets tabulator stops and clears one or all 
as desired. Inserted material feeds auto- 
matically under paper bail rollers. Bevelled 
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plastic guide and linefinder holds enve- 
lopes and cards against the platen so that 
carriage can move past their edges with- 
out catching. Labels as small as 1” x 1%” 


can be typed. Paper supports can be ex- 


tended to hold up sheet at a reading 
angle until last line is typed. Paper sup- 
ports indicate at a glance space remaining 
to bottom of 11” sheet. Machines are 
finished with three coats of baked enamel 
in two-tone decorator colors. Carriage 
takes No. 10 envelopes and 13” legal size 
paper. Metal parts guaranteed five years. 
Spare parts available here. Model M-13D 
is $167.50; model M10-D is $152.50 (plus 
excise tax). For More Information Circle 
No. 150. 


OFFSET DELIVERY-STACKER 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, Ill., announces a high capac- 
ity chain delivery and receding stacker 
which eliminates problems of printing 
edge-to-edge offset copy. Designed for 
use on the company’s offset equipment, it 
makes possible printing copy to edges 
and tail of sheet without tracking it with 
ejector rollers. Gripper is %4”, as is off- 
set impression cylinder. Pile delivery can 
handle 5000 sheets of 20 lb. paper. The 
printed job is automatically stacked on a 
dolly, ready to be wheeled to the next 
operation. Chain delivery handles paper 
from 3” x 5” to 11” x 17”. Receding 
stacker has standard jogging size of 4%4” x 
4%” to 11” x 17”. Adding an accessory 
allows jogging sizes from 3” x 5” to 11” x 
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It’s the latest, greatest achievement in 
movable partitions! Comes in 5 wood- 
grain finishes and 4 pastel colors of 
stain-resistant, easy-to-care-for plastic- 
finished Marlite that you mix ’n match 
to your heart’s content. 

And Workwall is economical! Its one, 
exclusive patented system accommodates 
any elevation from 42-inches to 12-feet. 





Dealers in All Principal Cities. . 


Ej worn w BS L 


MOVABLE PARTITIONS AND PANELING 
Division of L.A. DARLING COMPANY 
Bronson, Michigan 


Manufactured in Canada 
by Workwall, Lid., Montreal, Quebec 











| 


with WORKWALL 
plastic-finished Marlite 


partitions that move 


and work...in 9 different 


co/or-coordinated 
finishes ! 


Perfect for offices, industry, institu- 
tions, schools—wherever changing con- 
ditions require the flexibility of color- 
coordinated movable partitions. 


Write now for our free catalog. ..and 
see for yourself how high-style movable 
partitions can be individualized at a low, 
low price well within your budget! 


Coupon below brings catalog that tells all! 


Workwall lends itself to 
numerous interior 
applications you should 
ask your dealer about. 


WORKWALL DIVISION, Dept. 134 
L. A. Darling Company, Bronson, Michigan 
Please send Workwall Catalog No. 500 


Name 
Company 
Street 


City State 


For More Information Circle No. 299 
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The perfect cabinets for 
storing small OFFICE SUPPLIES 


This new catalog illustrates the effi- 
cient and scientific storage of small 
items. This proven system CUTS 
COSTS by saving time and space. 


Clear plastic 
drawers offer 
visual inventory. 
control. G 


175 stock mod- 
els with from 6 
to 128 drawers, 
or we can con- 
struct to your 
specific needs. 





WRITE FOR 
FREE CATALOG 
TODAY! 


AKRO-MILS CABINETS 
Box 989-H » Akron 9, Ohio 


For More Information Circle No. 452 
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| red activated adhesive, 
| for coding. 


17”. All jogging guides (front, back and 
| left and right sides) are adjustable. Copy 


| is delivered face up. Since receding stacker 
| handles 5000 printed sheets, it requires 
| the operator’s attention only every 30-45 





minutes. Quality of printed job is main- 
tained because sheets are allowed to dry 
thoroughly on dolly. It may be attached 
| to any current A. B. Dick offset machine. 
| Floorspace required by A. B. Dick Model 
| 350 or 360 offset duplicator with chain 
| delivery and receding stacker installed is 
11.7 sq. ft. For More Information Circle 
No. 130. 


PORTABLE BINDING MACHINE 


Postalia (Canada) Ltd., 1822 Danforth 
Ave., Toronto, Ont., Canada, announces 
the Tab portable, automatic office bind- 
ing machine which uses a plastic, flexible, 
permanent bond and Tab-Plastex, infra- 
in various colors 
Machine is 18” x 18” x 22” 
and operates on 110-volts. It will bind, 
in minutes, any combination of paper ma- 
terials and sizes, from onionskin to card- 
stock, into folders and books. Bound 
material opens flat to make photocopying 
simple. Working time to make 20 fold- 
ers of 20 sheets each is only five minutes, 





cost only 10c. Automatic vibrator locates 
material in binding position. Time con- 
| trol gives infrared binding action, with 
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Easiest calculator tape in the world to read 


New Victor Automatic Printing Calculator 


Victor’s exclusive true symbols are 
familiar since childhood, instantly 
understood. No “‘code”’ to learn. You see 
each step of a problem as you would write 
it. Checking is faster, easier, accurate. 
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Made in America 


Easy to use as an adding machine 


ell eee etn | 


No special training needed! With 
just one simple keyboard, Victor’s ya . ' 
Magic Motor Bar and Simpla-Key Faye | vies ory neg Co., Bags. 0-26, 
handle all transactions. Automatic cS — 

Constant. Total Transfer. Credit Please send four-color brochure on your new 
Balance. Victor Automatic Printing Calculator. 


VICTOR | — 


; 2 Address__ 
business machines City 


Victor Adding Machine Co., Chicago 18, Illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ont. 
For More Information Circle No. 240 
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COSTS 30% LESS 


: THAN SEPARATE 
the nealve snd late VACUUM FRAME & 
ARC LAMP UNITS! 








FLIP 
Close the glass frame. 
Pull the release knob 
and flip the vacuum 
frame over. 








EXPOSE 
Set the timer. Automat- 
ically controlled carbon 
arc lamp is built into the 
base with the reflector. 


PLATE MAKER 


Not only do you save on the initial 
cost of a flip-top unit ... the set up 
cost is substantially reduced: no parti- 
tions, curtains, or exhaust systems be- 


& IS MODEL FT-18 
cause the light from its powerful arc 


lamp is contained within the cabinet 


Save on floor space; flip-top units oc- r beiineconee 
cupy a space only a few inches larger : 
than the actual plate size. Save time — 

these simple to operate units can be a alae eae 
controlled from one position by one 

operator. “40 


MODEL FT-24 


Hundreds of leading photo lithog- 
raphers and photo engravers know, 


there is no easier or faster way to make 
perfect plates. Ase 59 MODEL FT-52 
*Send for the latest 


*"flip-top"' Bulletin A-500-0. MODELS FT-32, FT-40 AND FT-52 ARE AVAIL- 
ABLE WITH AUTOMATIC OR MOTOR DRIVEN 
ARC LAMP. 


MODEL FT-40 











COMPANY, INC. 


General Office and Factory: 4110 W. Grand Ave. * Chicago 51, Ill. 
Sales and Service: New York « Los Angeles 


Feature: chrome plated 
ici af ome precision straight edges 
elimiclM@eticl-temaiticla-tia-ah) 
Telitilile Pil -tiel Meaelattiation 
tion. Shipped set-up, 
ready to use. Five sizes 
> to 42 x 62. Serid for 
Bulletin A217 








For More Information Circle No. 375 





WALL SHELVES 


Metropoljtan Wire Goods Corp., N. 
Washington St. & George Ave., Wilkes- 
Barre, Pa., makes Erecta-Shelf shelving 


no chance of overheating or spoilage. Said 

to save over 50% of storage space by for wall mounting to add storage poten- 
binding records, punched cards, files, etc. tial and save floorspace. The steel rod 
For More Information Circle No. 133. shelving’s open construction doesn’t col- 





AVAILABLE IN THE FOLLOWING SIZES 
CAN BE USED ON “a ots 


360 
BOTH SIDES — ‘ . ooo - 


2066 L.O. Miehle 17 
HIGH WET STRENGTH Oavidson 221-241, 251 Photostat 1115 


Oavidson 233 Photostat 1116 


AVAILABLE FOR SLOTTED, PINBAR, OR 
RESISTS TEARING STRAIGHT EDGE CLAMPS 


ON PRESS Gentlemen, 


please send name of local Roicor dealer 


| NAME 
t 





; COMPANY 
i 


ROLL-O-GRAPHIC CORP. | ADDRESS 


133 PRINCE ST. NEW YORK 12, N.Y. 1°" 


For More Information Circle No. 331 
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lect dust. Made of heavy plate or stain- 
less steel, it retains a neat, clean appear- 
ance. Though lightweight, shelves are in- 
dividually load tested to support 1000 Ibs. 
of distributed weight. Erecta-Shelf wall 
installations may be any length. On mul- 
tiple shelf units, shelves are spaced every 
5”. Erecta-Shelf tube and hook coat 
hangers can be used with wall mounted 
Erecta-Shelf to create an attractive cos- 
tumer. Erecta-Shelf is approved by the 
National Sanitation Foundation. For 
More Information Circle No. 177. 


Imperial Desk Co., Evansville, Ind., 
introduces its Domus line of office furni- 
ture which includes single units and a 
full range of modular groupings detailed 
to meet all individual requirements for 


working comfort and efficiency. Genuine 
walnut, finished in 71 Mellotone or 75 
oil walnut. Also available with self-edged 
plastic tops with extruded aluminum ac- 
cents in choice of satin aluminum, mirror 
aluminum or brushed gold finish. For 
More Information Circle No. 114. 


Acco Products, Ogdensburg, N. Y., in- 
troduces an Acco-ring pressboard ring 
binder with 1” capacity rings which hold 
approximately 350 sheets. Similar to the 
Acco %” capacity ring binder introduced 
early this year. Both models are now 
available in choice of 12 colors. Made 
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of 20-pt. genuine pressboard, Acco-rings 
are light in weight but extremely firm, 
flexible and durable. Embossed panel 
stretches from front across spine onto 


back, providing three labeling places for 
better identification of contents. Ring 
mechanism is high quality steel with boost- 
ers on both ends for easy opening. For 
More Information Circle No. 125. 


PHOTOCOPIER 


Formfoto Mfg. Co., 146 Home Ave., 
Villa Park, Ill., announces its improved 
Photo-Master X-200 with a_ pre-mixed 
developer cartridge activated by feed-lever 


at right side of unit. Machine produces 
sharp, clean, black-and-white copies of 
anything printed, drawn, typed or dupli- 
cated. Handles all lengths of original 
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to get the 





Wax laminate ream wrap protects 
against humidity changes. 


best paper nd ; 4 <4 eae 


easy withdrawal of sheets. 





your office 


equipment has 
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just say the word 


Nekoosa Communication Papers are made 
to keep up with today’s high-speed office 
equipment. Every sheet lies flat... with 
never a curl or wrinkle to cause time- 
consuming delays. That's why you'll im- 
prove your communications when you 


always call for Nekoosa Communication Uchoosa 
Papers...made by 


Nekoosa-Edwards 4 
Paper Co., Port Edwards, Wisconsin. COMMUNICATION —— 
I! @ el S rd 


vy 











Nekoosa Bond « Nekoosa Mimeo « Nekoosa Ledger 

Nekoosa Duplicator « Nekoosa Manifold « Nekoosa Fax 

Nekoosa Offset « Nekoosa Opaque « Nekoosa Fantasy 

Nekoosa Master-Lucent « Nekoosa Index « and 
® companion ARDOR Papers 


For More Information Circle No. 262 
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Researching tomorrow’s masters 


MS the demands of business machine automation grow more exacting, 
supplies — such as master units — must meet the increasingly higher 
performance standards of complex electronic equipment. 

Columbia—a leader in the developmemt of carbon papers, ribbons, du- 
plicating plates and supplies—has long supported an intensive program of 
scientific study to assure you the finest products. Based on this premise, 
Columbia Research and Development will continue to set the standards of 
the business writing supply industry. For information about how Columbia 
products may help you, write: Columbia Ribbon & Carbon Mfg. Co., Inc., 
116 Herb Hill Road, Glen Cove, N. Y. or Columbia Ribbon & Carbon Pacific, 
Inc., Duarte, Calif. 


RIBBONS « CARBONS « DUPLICATING SUPPLIES 
RELY ON THESE FAMOUS BRAND NAMES: CLASSIC - COMMANDER + MARATHON + PINNACLE 
RAINBOW + SILK GAUZE + COLUMBIA M-50 + COLUMBIA PF-75 + ACCOUNTANT SPECIAL 
PLASTISOL F-100 - COLITHO OFFSET + READY- MASTER SPIRIT 
For More Information Circle No. 252 
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copy materials up to 9” wide on any 
type of paper. Requires desk space only 
19” x 12”, stands 742” high. Can be 
easily carried. A touch on lever starts 
pressure-filling of developer tray which 
automatically drains back into cartridge 
to retain freshness. This is said to pro- 
vide up to four times the normal developer 
life, and eliminates filling, spilling and 
mixing chemicals. Streamlined design is 
enhanced by modern two-tone finish in 
beige and metallic green. For catalog 
sheets and price lists, Circle No. 127. 


PROMPTER CLOCK 


Ben Sweetland Systems, Inc., 1140 East 
19th Ave., San Mateo, Calif., announces 
the Chrono-Prompter clock with 48 pegs 
around its face which can be set to buzz 
at the desired times, no matter how in- 
volved a schedule. For example, if you 
have an appointment at 9:30, a meeting at 
11:05, a luncheon date at 12:15, a labora- 


tory experiment at 2:30, doors to lock at 
5:15 and an alarm system to set at 6:00, 
etc., the Chrono-Prompter reminds you 


of each at the correct time. Can be placed 
at the telephone switchboard or anywhere 
else in the office. Costs $59.95. For 
More Information Circle No. 146. 


BE SECRETARY TO AN ASTRONAUT 
AND TAKE DICTATION ON THE RIDE. 


This could happen if you’ve 


broken the WPM* barrier. 
And you can break it by prac- 
ticing with a STENO-DISC. 
Each record contains perfect- 
ly controlled-speed dictation. 


Start at the speed you aver- 
age now, and when you are 
ready, go to the next speed. 
When the ‘‘moon rocket’ 
ready, you'll be ready too. 


* Words per minute. 


| GENO DISC xt. 0-2 


—~ 1439.N. Western, Hollywood 27, Calif. 
Please send the following Sten-0-Disces: 


12” 33/3 RPM ALBUMS — $3.98 EACH 

| Generai Business Dictation 

| (60, 70, 80,90 wpm = (-) 80, 90, 100, 110 wpm 

| 270. 80, 90, 100 wpm = [) 90, 100, 110, 120 wpm 
| 145. RPM - 

| Gen’! Bus. Medical Bus. /Legal 
| [} 60 wpm [} 90 wpm [] 80 wpm 
[] 80 wpm [] 100 wpm {) 90 wpm 
{ QO) 90 wom (-} 100 wpm 
| © 100 wpm Legal [) 120 wpm 
| C) 110 wpm ) 120 wpm 
os () 120 wpm (_] 130 wom 
j! enclose cash, check or money order for $ 

If } Send C.0.0. (Calif. residents add 4% sales tax) 
I. 

| 

| 

Y 


NAME 
ADDRESS..... 


ZONE. ... STATE 


For More gait ie Circle No. 450 
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CHAIRS 


Howell Co., 434 South Ist St. St. 
Charles, Ill., announces a sculptured form 
in the A820 armchair. The one-piece 
curved plywood base on seat and back 
has a top that is tapered and rounded 
smooth. Rollover front on seat adds to 
form fitting look. Upholstery in bright 
colors of Naugahyde supported vinyl has 
polyfoam padding for comfort. Tailored 


look is achieved with self-welt around 
edge of seat and back. Bronzite or satin 
chrome finished frame of %” square 
tubular steel is welded into one piece 
for strength. Back legs extend as wall 
saver. Angular plastic feet enable easy 
sliding. Solid walnut armrests are placed 
to give the light look of contemporary 
design. Companion side chair A819 with- 
out arms also is available. For a folder 
on Howell furniture, Circle No. 141. 


PAPER SHREDDERS 


Industrial Shredder & Cutter Co., 103 
Mill St., Salem, Ohio, announces paper 
shredders designed for size reduction of 
large flat shapes such as sheets and bags 
of paper as well as corrugated, leather, 
rubber, plastics, foils and similar mate- 
rials. Recommended for shredding cor- 
rugated broke, paper trim and waste 
preparatory to re-processing; automatic 
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reduction of empty bags, trim and die-cut 
waste to permit efficient baling; shredding 
obsolete records, production waste and 
similar material for disposal by inciner- 
ator. Two standard sizes: Model 40 has 
a feed opening of 39”; Model 60 is 57” 
wide. They can produce shreds %” to 





1” wide and are suitable for continuous 
or intermittent operation at from 2 to 4 
tons per hour depending on width of 
shred and type of material. Both machines 
have integral feed conveyor, and can be 
equipped for automatic removal of shred- 


ded material by air conveyor for a com- 
plete waste handling system. Cutting 
head is a complete unit for rigidity in 
operation, accessibility for sharpening 
knives and less vibration. Actual cutting 
is accomplished by shearing the material 
on a bevel which, it is claimed, requires 
minimum power. For More Information 
Circle No. 154. 


PEN & PENCIL SET 


Eberhard Faber Pen & Pencil Co., 
Crestwood, Wilkes-Barre, Pa., has com- 
bined in one package the Noblot pen and 
Mongol pencil. It also is introducing its 
Noblot ballpen desk set in a merchandise 
combination that teams it with the Mongol 
pencil featuring Diamond Star lead. Tan- 
dem unit 482-P combines the Noblot desk 
set with a half gross of Mongol pencils, 
containing lead that is unbreakable under 
normal writing conditions, in a package 
that retails for $5.95. The Noblot desk 
set has a jet black base with twin open 
turrets mounting two slim, tapered Noblot 


For More Information Circle No. 205— 





GILBERT 
Lavender llhife 


OPAQUE 


e Combines Excellent Opacity and Light Weight 
e@ 25% Cotton Fibre Content — sub. 16, 
Tub-sized, Air-dried 
e Takes Printing Beautifully by 
All Reproduction Processes 
@ Ideal for Price Sheets, Short Term Insurance 
Policies, Postage-Saving Envelope Stuffers 
Send coupon for additional samples 


is Gilbert Lavender White 
¢ l4 


ne 


Opaave Bond, 


This 


ton fibre, sub 


BON D 


GILBERT PAPER COMPANY 
MENASHA, WISCONSIN 


Send additional samples of 
Lavender White Opaque Bond 
Have sales representative call 
NAME 
FIRM NAME 


STREET ADDRESS 


CITY ZONE STATE 





Concealment, x4 
frau : 
x6 Pro rata liability 
7 Uninsurable ' 1 ’ net Requirements in 
apes erocoene } case loss occurs 
) excepted property 2 nor 
10 hereon in writing 
1! Perils not 
included 
and within sixty days after the loss, unless such time 
is extended in writing by this Company, the insured shallrender 
” to this Company a proof of loss, ~% ‘ 


S Other Insurance 
‘ hue “Tr 
< Conditions suspending or restricting insurance. Unless other 
‘0 wise provided in writing added hereto this Company shall not 
) be liable for loss occurring 


w huh s increased 


ss Other perils other | to ured nst » | ie ‘ me ents ‘ 

? or subjects < +e j ‘ 

4 wy end ur nor 2 case the insured 
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ail to agree as to the 

. then, on the written 
mmpetent and disinterest 
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Added provisions The 
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t such as by t 


Waiver 
provisions 
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od for her 
Cancellation 
of policy 


( furndes 1 deman 

ok Mortgagee loss hereunder 
6° interests and © im part, to; 
70 obligations named herein as 
71 this pohcy may 


eee GILBERT 
era 4 
Bo ee re pot at ee J ij d 


() days thereafter an 
relating to appraisal 
If this Company sh 
mortgagor or owner 


jf | jf 
“ f f / f { f 
Sie: i AVONACL TI RULEC 
thereof and. of t 


OPAQUE BON oD 


This remarkable paper has beauty, strength, light 
weight and opacity. At sub. 16 it offers greater opacity 
than a sub. 20 opaque bond and more than a sub. 24 
regular bond paper. Other weights can be made with 
the same opaque treatment. 


GILBERT PAPER COMPANY 
MENASHA, WISCONSIN 





ballpens tipped and banded with never- 
tarnish chrome. Both pens are ivory 
smooth and everlasting when refilled with 
Eberhard Faber cartridges. The black 
Noblot contains blue ink, the red pen, 


red ink. Mongol pencils with Diamond 
Star lead are said to be virtually unbreak- 
able, need less sharpening, provide more 
working time, and write smoother, blacker 
and longer. Noblot Pen Desk Set No. 
7012 by itself retails at $1.98. For More 
Information Circle No. 164. 


DICTATING MACHINE 
Martel Electronics, 7400 Melrose Ave., 
Los Angeles, Calif., introduces the Uher 
three-speed Universal-S automatic dictat- 


ing machine which records, plays back, 
stops and flashes back to correct mistakes 
with the flick of a button on the micro- 


phone. Transcriptionist can use foot 


«< For More Information Circle No. 205 


pedal or keyboard control. Automatic 
volume control allows conference or tele- 
phone recording. Accommodates a 5” 
reel. At slowest speed can record up to 
eight hours on a single tape (3%4” per 
second is fastest speed). Machine has 
three-digit index counter, automatic stop 
with metallized leaders, jam-proof key- 
board, automatic rewind and remote con- 
trol.of tape motion. Operates at 110, 125, 
160, 220 volts, 60 cycle AC, 50 watts. 
Weighs 17 Ibs. Costs $299.95 plus excise 
tax. Accessories available at extra cost. 
For More Information Circle No. 163. 


POSTURE CHAIR 


Toledo Metal Furniture Co., 1450 
Hastings St., Toledo 7, Ohio, offers an 
adjustable posture chair with Naugahyde 
and foam uphoistery. Model 6611-U has 


basic height of 17”, adjustable up to 
21%”. Adjustment is quick, easy and 
positive, and requires no tools. Chair is 
designed to distribute user’s weight over 
hips and thighs without restricting circu- 
lation under the knees. Posture backrest 
is mounted on an oil tempered spring and 
fully adjustable to, provide desired sup- 
port just above the waist. Ball bearing 
swivel casters with wide tread allow easy 
movement. A choice of five colors on 
metal is available with Naugahyde up- 
holstery in harmonizing green. For More 
Information Circle No. 123. 





PAPER HANDLING COMPOUND 


Perfecopy Co., La Grange, Ill., offers 
| Perfe-Pick paper picker for picking and 
Re sorting paper without leaving a picking 
pe oS 


mark. Perfe-Pick is a greaseless, stain- 





IN 10 SECONDS 


Make Completely Finished 


GLOSSY PRINTS 


Perfect for Reproduction 


STAT PRINTS 


On Matte or r Glossy Stock 


LITHO PROOFS ; less, transparent film that is easily applied 


Or Negatives to “Burn” Piates to the fingertips. One quick application 
oe Ps , lasts for some time and is easily rinsed 

TRANSLUCENT MASTERS off. Retails for 50c. For More Informa- 
— Sas os Diazo tine tion Circle No. 121. 


Mi film ‘Eni t 
icroti m niargements 
| hee or al paeee LIGHT DIMMER 


ENGINEERING COPIES © Harvey Hubbell, Inc., State St., Bridge- 


Of Whit t d BI port 2, Conn., makes the Hubbell-trol elec- 
iteprints an ueprints ae : oh en tei tits 
; All Up To 42" Wide tric light dimmer which operates both in 


With the Incredible 


POLYMICRO 


Universal Copier 
LEO ey Ke 

An Instantaneous Low Cost Photo- 
graphic Process With Unbelievable 
Quality! No Darkroom Needed! Holds 
240 Line Screen —No Fill! Sneet or 
Roll Paper Stocks For Every Purpose. 
Ideal For in-Plant Reproduction and 
Graphic Arts Departments. So Simple 
To Operate! 











Se 


Write Today For Seceion Details, ‘ead N-3 


Burton Mount Corp. 

Exclusive US Distributor , 

2147 JERICHO TURNPIKE candescent and rapid-start fluorescent 

NEW HYDE PARK, NEW YORK lights on the same circuit by a control 

Ploneer 1-7770 switch fitting any standard 2” switchbox. 

Coe LE OTE Its transformer can be remotely surface 
For More Information Circle No. 451 


ae weer 


as 
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a giant 
of a 
performer 


at a midget price! 


An ideal portable 

spirit duplicator, the 
PICCOLO... made by 
ORMIG. Its advanced design 
gives you all the advantages 
of large, expensive models 
at a down to earth price. 
The perfect duplicator for 
any small business firm, 
hotel, motel, restaurant, 
school or club. 


sensibly priced at 


a7” 


plus federal 
excise tax 
slightly higher 
west of Rockies 


With this rugged, compact 
machine you'll make copies 

of anything typed, handwritten 
or drawn up to 9” x 13” in size, 
(in 5 colors if you choose) 

on any type of paper from 
tissue to card stock. 


Write us for dealer nearest you. 
For More Information DEALERS: The PICCOLO is available 
Circle No. 204 to ycu in almost every city in 

the U. S. on a non-exclusive basis. 


COPY-CRAFT, INC., Dept.:os: 105 Chambers St., New York 7, N. Y. » BA 7-4150 


CARBON PAPER & RIBBONS + 
Western Office & Warehouses: 3425 S. Main St., Los Angeles 7, Calif. 


DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES 





BOOS HO0O09 DHOBOOGOCOOS 
PDAS SCSI 
KS 555 Becta teteteteteere OOOO 50% 


““My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 


only 


$142-5° 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 
cttachment also, 


LASSCO 
CORNER 


ROUNDER 
Model 20 


$25 ° 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: %”", 4”, %”, V2". 
Cuts %2” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


Fer More Information Circle No. 454 
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mounted. The ivory or brown Bakelite 
442" x 234” switchplate and gold-trimmed 
control knob blend with the decor of 
any room. Dimmer handles up to 600 
watts and smoothly and _ continuously 
tones the light from full brightness to 
total darkness. Due to the remote sur- 
face mounting of its cast aluminum trans- 
former box, no heat is generated inside 
walls. Protection against overloads or 
short circuits is provided by a circuit 
breaker supplied with the unit which re- 
sets itself when the abnormal condition is 
corrected. Designed for 120-volt AC cir- 
cuits and UL listed for incandescent. 
Fluorescent fixtures having one GE 89-G 
718 dimmer ballast for each 40-wait 
rapid-start lamp require no auxiliary 
equipment. Up to 16 40-watt rapid-start 
lamps may be used on a circuit that is 
entirely fluorescent. .For More Informa- 
tion Circle No. 179. 


OFFSET PLATEMAKER 


Copycat Corp., 200 Park Ave. S., New 
York 3, N. Y., announces an offset plate- 
maker that combines in a_ table-top 
unit equipment for producing aluminum 
plates in three minutes at a cost of 39c 
including . negative. The Copycat unit 


handles linework, as well as type, hand 
lettering and halftones. Platemakers, in 
two different sizes, can produce plates 
for virtually all offset machines currently 
in use. Unit includes an exposure sec- 
tion with automatic vacuum pump to 
maintain pressure contact for sharp 
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©1961, Venus Pen & Pencil Corp., Lewisburg, 


k 
ze 
com 
- 

F 

© 
be 
toa 
~ 
Spe! 


Try them. They’re on us. 


They’re three specialized Venus ball PEN « cils® you’ll want to try out in your 
office: Super Fine, for bookkeeping and extra fine writing. Erasable, with 
eraser. Reproducing, for use with all office copying machines. You can get all 
three free with your next order of 3 dozen Venus ball PEN ®*cils (No. 10-3D) 
with either blue or red ink 

Mail this coupon to y : Venus’ Department Test 


Stationer: Offer contains 3 dozen 
Please send me the fol- | regular Venus ball 
Vere Doser: ie | PEN¢cils in blue or red 
Offer No. 10-3D. ~ ' ink, PLUS three free 
Eee : “ samples for testing: 
7, of Temnan Super Fine (39¢), Repro- 

______ No. of Packages ducing (39¢) and Eras- 
(Red ink) able (29¢). 


0-10 
a 
COMPANY NAME 
ADDRESS ___ 
1S OFFER GOOD FOR LIMI 


Ceeeeeereteeeeeee 


For More Infortnation Circle No. 





TOP QUALITY 
WHITEPRINT COPIES 
at a saving with... 


Patapar. 


TRANSLUCENT PARCHMENT 
Whiteprint Copy Masters 


All over town, the word is spreading: To do 
away with costly re-writing and get clean, 
accurate copies every time . . . use Patapar 
originals and any diazo type whiteprint copying 
machine. 

Patapar Whiteprint Copy Masters are con- 
venient to use and result in clear, accurate, low 
cost copies because Patapar Translucent Parch- 
ment is made expressly for whiteprint copying 
machines. 

Patapar is exceptionally translucent to ultra- 
violet light and transmits it faster for high 
printing speeds and high volume copying. You 
get copies with crisp, sharp lines. Typing and 
additional data can be added to the master 
at any time. 

Patapar Translucent Parchment is the master 
sheet to use for whiteprint copying machines. 
Your inquiry is invited. 


PATERSON PARCHMENT PAPER CO. 


Bristol, Pennsylvania 


@ Are you now using an 
Ozalid, Bruning, Peck & 
Harvey, Revolute, Pease or 
any other diazo type white- 
print machine? Ask your 
paper merchant for free 
samples of Patapar Translu- 
cent Whiteprint Copy Mas- 
ters. Or, write us direct. 


For More Information Circle No. 264 
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images. Electrically driven 


precision 


roller assembly processes negative and 


aluminum plate. 


light using normal 110-volt AC. 
More Information Circle No. 129 


SCHEDULING DESK CALENDAR 


Keith Clark, Inc., 1451 Broadway, New 
York 36, N.Y., states that Schedule-A- 
Date desk calendars for 1962 have future 
dates on each left-hand page for days, 
weeks and months for a full year in ad- 
vance, plus the standard right-hand page 
with space for memos. This solves sched- 
uling problems and eliminates planning 
errors. Future dates can be determined 
at a quick glance. For example, if today 
were Sept. 26 and you wanted to know 
the date six weeks from today, a glance 


No special installation 
requirements. Operates in ordinary room 


For 
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at the left-hand page reads: 6 Weeks .. . 
Nov. 7. It likewise shows the exact future 
date for other future time periods. Ac- 
countants can date accounts receivable 
and determine ten days ahead the cash 


THE 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 
Used By 
Thousands of 
Industries, Schools, 
Libraries, etc. 
U. S. Govt. 
STURDY & DURABLE 


Choice selected 1144” hardwood. 
Sloping shelves angled for title 
reading, doweled and bolted to 
assure durability. Side-riveted 
swivel casters by Bassick with 
resilient rubber tires. Rolls 
smoothly with a full load. 


Walnut Finish or 
Natural Wood Finish 


ATT E N T 1 @) N 
It’s here—a mobile office 
unit—New, Functional 

oooltrollsooo 





32” long, 13” deep, 
31” high. 
14” between shelves 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 





F.O.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


A Subsidiary of Grolier 
Incorporated, Publishers of 


The Book of Knowledge and / 
Encyclopedia Americana. 


575 Lexington Ave., New York 22, N. Y 





For More Information Circle No. 455 
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discount payment of bills; purchasing 
agents can plan lead times and check sup- 
pliers’ delivery promises; other executives 
can plan future dates and arrange sched- 
ules for specific appointments; doctors’ and 
dentists’ aides can accurately set exact date 
for a return appointment in a certain 
number of weeks. For More Information 
Circle No, 195. 


ADJUSTABLE TAPE PEN 


W. H. Brady Co., Dept. 169, 789 W. 
Glendale Ave., Milwaukee 9, Wis., offers 
a drafting instrument for fast, accurate 
application of self-sticking tapes to charts, 
printed circuit masters and other graphic 
illustrations. Brady Quik Line Tape Pen 
can apply straight, curved or irregular lines 
from 1/32” to 3/16” wide; can draw with 
tape on any surface you can draw with 
ink. Lines are uniform in width and 
density; accurate for placement to 0.010”. 
Balanced for fatigue-free use and smooth 
operation, it saves drafting time because 


it requires no filling until the entire roll 

of tape is used. Corrections and changes 

are made fast with no erasing, scraping or 
Has: TES SR be oe Rae RE Son 


smudged ink lines. After loading a roll 
of tape into the hi-impact styrene maga- 
zine, puli it through the inner shaft and 


How to Keep Track of Every Key 


TELKEE KEY CONTROL 


$73.90 Complete 


(75 capacity) 


Ey ee 


re res 


TELKEE simplicity tags and num- 
bers keys, in order. Visible index 
identifies keys by ‘lock location, 
number, description. 


TELKEE convenience shows all 
keys at a glance. Locates loaned 
or assigned keys instantly. Saves 
time, saves money. TELKEE se- 
curity provides complete continu- 
ous record of all keys issued. Key 
identities known only to author- 
ized personnel. 


Available in 10 models. 33 capac- 
ities from 21 to 2240. Compact 
cabinet of fine furniture steel, tens 
of thousands in use in offices, in- 
dustrial plants, hotels, stores, 
schools, hospitals, and public 
buildings, large and small, in USA, 
Canada, and overseas. 


FREE 16 page booklet. No obli- 
gation. Write for your copy today. 


P. 0. MOORE, INC. cten rivpte ss, pa. 


For More Information Circle No. 456 
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CHEAP! 


Any way you figure it, the Norelco '75' dic- 
tating machine is cheap! Cheap to buy — 
just $189.50 (plus tax), including your 
choice of dictating or transcribing acces- 
sories — the lowest price of any of the top 
selling, nationally-known dictating/tran- 
scribing systems! Cheap to operate — virtu- 
ally no maintenance costs, and dollar-saving 
economy of permanent, reuseable magnetic 
tape! Cheap to run an office with... more 
work gets done by fewer people. . . better 
...faster...and your savings pile up as 
you acquire more machines! The Norelco 
‘75° is cheap in fact, in everything but qual- 


For More Information Circle No. 346 


NORTH AMERICAN PHILIPS COMPANY, INC. + ( 


ity, construction, appearance, performance, 
and reputation. Write for a free simple 
demonstration in your own office today! 
All the features you need...only the features you need: 
only six simple controls for all dictating and 
transcribing functions * true fidelity sound 
* easy portability * instantly reuseable 
permanent magnetic tape * automatic 
end-of-tape buzzer * instantaneous tele- 
phone-record switch * modern decorator 
styling... and of course, the famous, ex- 
clusive NORELCO fumble 

and fool-proof instanta- 

neous magazine loading. 


oreled 


* 230 Dutty Avenue, Hicksville, L.1., N.Y. 





LECTROJOG 


PAPER JOGGER 


Pare z OG 


2 i668 
——— 


hinmlcaee cae 


Will Repay Its Cost 
—MANY TIMES! 


* Remove lint from paper 
before running. Stallproof 
motor allows jogging 500 
sheets of 20-lb. paper in 
six seconds, 


Use the 
Model 665 
Lectrojog 


with ° Improve printing reg- 
DUPLICATORS ‘S*«T- 


e Provide better paper 
feeding. 


to: e Separate gummed stock, 
oO: punched ‘and perforated 
forms, 


$99 f.0.b. factory 


SPECIAL 30-DAY TRIAL OFFER: Try a Lectro- 
jog in your office for 30 days. If it doesn't 
perform roar entire satisfaction, return it 
without further obligation. You have nothing 
to lose — but a great deal to gain in time 
and money saved. Order one today! 





[ THE PURNYEA MFG. CO. 


4482 Lindell Ave., St. Louis 8, Mo. 





For More Information Circle No. 464 
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replace the satin-finished aluminum outer 
shaft. Dial the correct tape width on the 
magazine hub and it is ready to use. 
Wheel assembly at lower extremity simul- 


| taneously feeds, applies and burnishes 


tape. For descriptive literature, specifi- 
cations and prices, Circle No. 151. 


OFFSET WORK-STORAGE TABLE 


NuAre Co., 4110 W. Grand Ave., Chi- 
cago 51, Ill., announces an all-purpose 
table which has stain-, burn- and mar- 


resistant mother of pearl Formica top, 
steel base and locking drawers. Can be 
used for brushes, tape, pen, knife, etc., 
when stripping or opaquing. Jet Com- 
panion is 36” high; has three heavy-duty 
drawers. Individual locks are provided 
for each man on each shift for his own 
tools. Top 28%” x 34”; drawers 25” 
long, 28” wide, 7” deep. Model WT-28 
is $149. For. Bulletin N376-O, Circle 
No. 134. 


PENCIL SHARPENER 


Swingline, Inc., 3200 Skillman Ave., 
Long Island City i, N. Y., announces a 
quality, low cost pencil sharpener. For 
quick, sanitary emptying, entire housing 
is removed from its chromeplated steel 
bracket, and shavings may be dropped 
directly into disposal containers by sliding 
open the bottom of unit. Sharpener may 
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New from OXFORD 


-IN- BINDAFILES! 


A BINDER—An Oxford 

Bindafile drawer has built- 

in flexible posts for quick 

threading of punched 

forms. For ready reference 

you just pull out the draw- 

er and take the binder to 

your desk. There’s no cover 

to get in your way or take a 

up desk space and flexible AVAILABLE IN VARIOUS SIZES 


posts permit easy access to FOR ALL PUNCHED OFFICE FORMS 
all papers without remov- 


ing them. 


A FILE—The drawer fits into a shell, 
giving complete dust protection to pa- 
pers. Drawer front has a large label for 
instant identification . . . just pull it out 


by the ring handle and you have the 
file of the papers you want. No more 
piling old-style binders on dusty shelv- 
ing, no more shifting binders to get 
at the one you need. 


A CABINET— Oxford Bindafiles stack 
and lock together into batteries, elimi- 
nating expensive shelving. And you can 
maintain strict sequence of filing, be- 
cause the drawer you remove goes right 
back where it came from! 


Oxford Filing Supply Co., Inc. 
Garden City, N.Y. 


In Toronto, Luckett Distributors, Ltd. 


OXFORD FILING SUPPLY CO., INC. 


15-10 Clinton Road, Garden City, N. Y. 
Orso rd Please send all information on Bindafiles 


plus FREE Oxford Catalog. 


FIRST NAME 
esi FIRM 
ADDRESS 
IN FILING CITY ZONE __STATE __ 


Name of your Oxford Dealer 
For More Information Circle No. 237 




















a 
dramatic 

new series 

from 

HOOSIER DESK! 


oy 


MODULAR 
WOOD OFFICE. 
FURNITURE 


This new series, with its broad selection 
of desks and component pieces, permits 


an almost unlimited number of modular | 


office furniture arrangements. Your 
dealer can show you what is offered. See 
him soon! 


Write for catalog and dealer's name. 
**BUILT TRUE CLEAR THRU”’ 


HOOSIER DESK COMPANY 
Jasper, Indiana 


For More Information Circle No. 332 
216 


Sharper 


be quickly affixed to its bracket in any 
of four positions. Housing locks firmly 


into any desired position, and cannot be 
accidentally loosened during sharpening. 


twin cutters guarantee many 
thousands of sharpenings per unit. Be- 
cause cutters are always contained within 
the housing, they are completely safe. 
Available in five colors: red, beige, yellow, 
turquoise and gray. Suggested retail price, 
$1.95. For More Information Circle No. 
160. 


PAPER HANDLING COMPOUND 


Milne Mfg. Co., 1235 Wazee St., Den- 
ver 4, Colo., announces a fingertip mois- 
tener, Flip-Fast, which is applied to thumb 
and forefinger and rubbed in until dry. This 


allows one to handle and sort papers faster. 
Greaseless, odorless and long-lasting, it 
makes handling of papers, filing, etc., 
easier. For More Information Circle No. 
119. 
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Spymaster.... 


may reach into your wastebasket 


Protect your business secrets with a Shredmaster 
buiy-lace(-\-.aco)c-au mol p)ile|-landic] Mol-]el-1e-Mmel e-bac-Mmelolellant-1a) «oe 
IBM cards or checks safely, quickly, quietly and simply 
before they find their way into the hands of your competitor. 


Four different models... for any purpose. . . any 
budget. Send for free, illustrated brochure 
describing the full Shredmaster line and free 
trial plan. Write today to Dept. 019. 
Circle No. 


a in office shredding ... since 1942 


THE SHREDMASTER CORPORATION 384 Woodcleft Ave., Freeport, N. Y. 





# 


Versatility: Reads 16 mm & 35 mm 
aperture cards, & sheet film. 

Optical fidelity: Maximum field of 
minimum peripheral distortion. 
Compactness: 
size wallet. 


roll film, 
view with 
Folds flat into its own shirt-pocket 


Scanning: 100% vertical & horizontal 
Fixed position pin-point reading. 


$) 50 


Dealer inquiries invited. 


scanning. 


dept. 40 


the taylor-merchant corporation 
48 west 48th street, new york 36, n.y. 
PLaza 7-7700 


For More Information Circle No. 334 





———— eee 
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vm AIL BAGS 


BRAN . Complete line of 


DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular, Prices 


CAN- PRo «,.. 


30 E, McWilliams St. 
Fond du Lac 
Wisconsin 


For More Information Circle No. 335 


AMAZING 
Taskmaster 10xPower | 


Microfilm Reader 


BALLPEN 


Gardner Stamp Co., 166 S. 
Washington St., Wilkes-Barre, 
Pa., offers the Super-Riter thin 
desk ballpoint audit pen. Wood- 
encased, light, slim and com- 
fortable, like a pencil, it uses 
Formulabs pretested ink which 
flows smoothly and evenly in 
four colors: jet black, red, blue, 
green. Gives fine, even line for 
writing and figure work, short- 
hand and hospital chart work. 
Pen contains ballpen imk eraser 
for clean erasures. Inks are long 
lasting. Pens have been thorough- 
ly tested and found satisfactory 
after a minimum of two years’ 
normal shelf storage. Inks were 
unaffected for extended periods 
in temperatures from 140°F to 
—40°F. Sold with return guaran- 
tee, 39c each; $3.25 dozen, pre- 
paid. For More Information 
Circle No. 112. 


ADDRESSPLATE EMBOSSER 


Automark Business Machines Co., 430 
Industrial Dr., Maryland Heights, St. 
Louis, Mo., announces the Model EMB 
embossing machine for addressplates and 


credit cards. It operates electrically from 
a keyboard at speeds of over 100 charac- 
ters per minute, embosses all plates now 
in use, and features an automatic line- 


THe Orrice—October, 1961 





NOW...complete 
plate production in 
one compact unit! 


OFFSET PLATE-MAKER 


3 Simple Steps - 3 Minutes Time - 39¢ per 
plate, including negative 


Right in your own shop, in ordinary room light, 
you can produce high-quality Gevaert aluminum 
offset plates on this new Copycat unit. Just 
expose... develop... fix. Whatever the job, 
simple mass copies or precision color, plate 
production with Copycat is just three steps, 
three minutes... and 39¢ including negative. 
ey of ee Copycat handles line work, screened half-tones, 
TTT araTrinreems § screened tint blocks and color. You need no 
of pressure contact. Automatic vacuum release dark room, no plumbing...no camera, no arc 
MOnNS NO CIEONEN Grawee ese on light box lights. You avoid delays, save messenger fees, 
save $3 or more over plates bought outside. 
This Copycat is a new refinement of a preci- 
sion line. No other plate-maker has all its fea- 
tures, all its range and capacity. Look at the 
features . . . Look at the costs . . . then test 
it yourself. Check it with your material, your 
duplicator. 
Send Coupon...or Phone OR 4-5582 in New 
York 


° 
Photocopy Machines — Offset Plate-Makers 
Paper & Plates 


Copycat Corporation 
200 Park Avenue South, New York 3, N.Y, 


DC Please send details of Copycat piate-maker, and demon- 
stration data. ‘ 


© Please arrange a demonstration for me. 





A Firm 
Of eo) o}\Zor-) am t-mmel-1-1) -4a1-1¢ Mle] am] 911-10 ME ale Mt -lotelalelaany 


Rollers easily removed for cleaning. One-min Address 
ute developer change. Gevaert plates stack 
for storage and repeat uses City State 








mee me 
For More Information Circle No. 333 
THe Orrice—October, 1961 





POST 


Sp -®) 


COLLATE COUNT 


you can do it FASTER 


® | 
with SORTKWIK. 


~ 


THE tig 
INVISIBLE — 
FINGERTIP 74 


— 


ee 


a <f 


| Chicago 44, IIL, 


Just apply SorRTKWIK to fingertips for 
greaseless, stainless, tacky film. Pick up 
papers easily, quickly. Hygroscopic ac- 
tion attracts moisture to fingers, makes 
one application long lasting. Contains 
no drying alcohol. Washes off easily. 
Widely used throughout the country 


wherever paper handling is a problem. | 


ONLY 50¢ EACH 


AT YOUR STATIONERS 
SPECIAL OFFER: Write on your 
letterhead for full size container 
to test on the job. 
© June 1961 


| lasting colors. 


LEE PRODUCTS COMPANY | 


DEPT. 0-10, 2736 Lyndale Avenue South © Minneapolis 8, Minn. 
For More Information Circle No. 336 


220 


space, automatic carriage return, back- 
space, rapid carriage traverse, quiet oper- 
ation and modern design. Character sizes 
range from 3/32” to 3/16” high, one 
standard size being included with ma- 
chine. A standard machine is easily con- 
verted to punched card or punched tape 
control, yet may still be manually operated 
from keyboard. Almost any standard 
punched card or tape control unit may be 
used. With such control, standard ma- 
chines include automatic plate loading, 
feeding and unloading. Optional are hand- 
operated chute plate feeders, specially de- 
signed characters and character sizes, plate 
roller attachments, hand and automatic 
feed tipping machines for plastic plates. 
For More Information Circle No. 197. 


STACKING CHAIR 


Clarin Mfg. Co., 4640 W. Harrison St., 
makes the Sculptura fold- 
ing chair with a sculptured separate seat 


| and back for posture and comfort, and 


ribbing in the midsection for smart ap- 
pearance, extra strength and ventilation. 


| Seating portion is made of fiberglass for 


strength without weight and permanent 
Chairs are easy to move 
about and _ practically indestructible. 
| Chromeplated legs have a dual purpose 
| crossbar, pegged to permit stacking and 
flanged to gang chairs in permanent rows. 
| Available in the shell form (illustrated) 


Tue Orrice—October, 1961 — 











Pl 


Remarkable new Accogrip Grips papers instantly 


This is an instant binder. It secures your papers yet you Opens and closes at a touch of the finger. Keeps papers 
don’t have to punch holes. instantly on tap. Grips without marring. 


Secures as it organizes Which style for you? 

ccogrip is a spillproof desk organizer. Lets you quickly _Letter, legal or special sizes. Clamp positioned side or 
but away any papers you work with. Yet keeps them top. Genuine pressboard in a range of colors. At your 
eadily accessible at your desk or work table. Holds one _ stationer’s now. 

heet or hundreds (up to %” capacity). Ideal for _let- 

prs, bills, memos, photos, reports, records, catalogs, AG CS oO G we i a 
lueprints, job sheets, legal or accounting papers—any 


. 


ize sheet. ACCO PUNCHLESS BINDER 


CCO PRODUCTS: A Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 307 


or upholstered in a choice of eight kinds easily “locked” together. Overall height 
of vinyl. as well as nylon. Chairs come in of the combination is 60”. Display sec- 
six basic colors. For More Information tion is 45”, cabinet section 15”. Overall 
Circle No. 118. 


MAGAZINE RACK & CABINET 


Display Rack Div., Mim-E-O Stencil 
Files Co., 1051 N. Paulina St., Chicago 
22, Ill., offers a rolling display library for 
neat housekeeping in offices, libraries, hos- 
pitals, and anywhere magazines are read 
and replaced. There are 30 pockets to 
hold from 30 to over 100 magazines in 
less than half the space of a table. Every 
title is easy to see and select. Spacious 
pockets encourage orderly replacement, 
help keep magazines fresh and clean. 
Wider middle section holds large size 
magazines. A storage cabinet to hold 
extra copies of magazines, literature or 
other supplies has door equipped with width is 31”, depth 15”. Available in 
lock and key, and ball bearing casters. gray, fawn and frost green. For More 
Shipped separately, the two units are Information Circle No. 157. 


New BEVCO Tubular Steel Garment Costumers 


Row of Hooks 
Floor \ \ 
Pedestal 
Stumble 


proof legs. J | R ; F 


3 Hook Made in lengths from 18"-60" 
as shown 24" as shown $3.45 each. 


Sturdily made of {” (8-gauge Tubular Steel Mirror-Bright Chrome. 
Y 














— COAT & HAT RACK 


Mirror- like Chrome 
4 Hook a J 1” tubular steel 


$9.95 





Imme- 
diate 
Delivery 





Shipped 
KD flat 


| to carton 
vin Pareal 2 36" Double 


Post Shelf $16.45 Wall Bracket 
Available in Single, we and Triple Shelves. 


Also Floor Modeis—2, 3, 4, 5, 6° lengths, $3.45 each 
BEVCO Precision Mfg. Co. 831 Chicago Ave., Evanston, Ill. 


For More Information Circle No. 420 
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New Bergstrom"“PEN-PAC” keeps ‘™P°*vck 
Odin Office Paper neat, clean, easy to identify 


Bergstrom helps any office trim 
printing paper cost and loss. 

The strip you zip from a PAC of 
ODIN® mimeo, duplicator or bond 
finish paper is all you throw away. 
The exclusive PEN-PAC* becomes a 
pouch, permits easy removal of a 
dozen or a hundred sheets. Close it. 
Put it back on the shelf and the 


BERGSTROM 


PAPER COMPANY 


NEENAH, WISCONSIN 
Paper for Printing, 
Publishing, Converting, 
Banking and Office 
Communications 





pat. pend. 


paper stays neat, clean, protected. 
Use the pac to neatly wrap your 
finished job. 

About ODIN . . . a new, fine white 
(and also readable colors) in fin- 
ishes designed for mimeo, duplica- 
tor and small offset. ODIN also feeds 
fast, prints well and maintains pro- 
duction schedules. 


rc 
| Please send me a demonstration PAc of 
| oODIN mimeo ( duplicator 0 bond finish 0 
| I am also interested in () Thor Offset 

Sa ers C) Ibsen Book Papers 2 Bergstrom 
| Safety Papers. 1610 
| NAME_ 
I 


SR 
ADDRESS____ 





For More Information Circle No. 239 
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ALLIED/EGRY 
Business forms AND service 





ae 
CHECK YOUR FORMS 


Modern Tabulating Systems belong in your office 
for two basic reasons . . . to provide vital operating i 
information in the least possible time, and to re- 


duce accounting costs. The equipment used, the 
systems employed and the design and quality of 
forms used combine to establish efficiency of your 
people. 


Do You Have The Right Combination? 


An Allied/Egry man, experienced in equipment, 
systems and forms, can give you the answer. He's 
a specialist in the development of new time-saving 
methods, systems and procedures, or in the analy- 
sis and improvement of existing systems. He'll 
save you time and money, too, on the purchase of 
any business form. Allied/Egry quality forms are 
produced in 8 plants, strategically located and 
completely staffed to give you fast. efficient serv- 
ice. Want proof? . . . Call Allied/Egry today. 





REQUIREMENTS 
WITH ALLIED/EGRY 


Marginal Punched 
Forms for tabulator 
or typewriter 


Allsets — one-time 
carbon unit sets 


Register Forms 

Billing Machine Forms 
Fanfold Forms 
Foldover Statements 


Key-Rec Receiving 
Systems — 
industrial 





SALES OFFICES IN PRINCIPAL CITIES 


T) ALLIED /EGRY sbusiness systems 


Boston * Dayton * Hartford * Houston 
Kansas City * Los Angeles * Philadelphia 


in Canada: Egry C 





Forms Lid.—Toronte * Montreal 


For More Information Circle No. 268 
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PLASTIC BINDING 


Nineteen Sixties Corp., Lakeshore Dr., 
Hot Springs, Ark., offers multiple ring 


hindings of 1/4”, 5/16”, 3/8”, 7/16” and | 


1/2” diameters in conventional wide-back 
style; and 3/16", 1/4”, 3/8” and 7/16” 
diameters in slim-back style. 


pr ee 
a SO¢besceataness &tec 


book can be opened a full 360°. Other 
sizes up to 11/4” diameter are being 
added. Bindings, with rings on 9/16” 
centers, feature offset ring tip design to 
make assembly of bound material easier. 
Six colors: white, black, red, blue, green 


and brown. Special colors may be ordered. 


in quantity. Plastic used has a high gloss 
and is not subject to shrinkage. Bindings 
are interchangeable with those of two 
other manufacturers. Lengths from three 


ring (1 5/8”) to 90 rings (50”) are carried | 
For More Information Circle | 


in stock. 
No. 126. 
REPRODUCTION PAPER 


Fototype, Inc., 1414 Roscoe St., Chi- 
cago 13, Ill., announces Copy-Prep typing 


paper, treated for offset reproduction. A | 


coating of fine white pigment is applied 
to a bond typewriting paper to produce a 
brilliant white surface of non-glare matte 
texture. 
carbon ribbon 
proofs. Matte finish cannot throw a 
reflection into the camera. Sheet takes 
ruling pen work without feathering. Be- 
cause it is pigment-coated, it is completely 
free from specks or dirt and primed to 
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A bound | 





The surface is compatible with | 
typing, producing copy | 
with the sharpness of professional type | 


One of All-Rite’s , i 
pens for every #77 


OFFICE-RITER 


61%” long desk model: 

Four ink colors: Blue, red, 

Fe & black. (Barrel color 
enotes ink color), 


#52: Medium Line Pen — 


#522: Extra Fine Line 4 


ff 
ALL-RITE PEN, INC. 
HACKENSACK, NEW JERSEY 
For More Information Circle No. 338 





NOW! You Can Double 
the Productive Output of Your 
EDP Equipment with PEE CEE 
Pressure Sensitive Labels 


YOU CAN KEEP your tabulating equipment 

operating more hours per day, efficiently... eco- 

nomically ... with PEE CEE machine accounting 

pressure sensitive labels. 

YOU CAN TRANSFER existing input data to 

PEE CEE fan fold or roll pin feed labels for such 

important operations as inventory control, account 

distribution, file storage, bin markers, recorded reel 

identification, account ledger, file folder, address- 

ing and many other uses. 

NEW pastel colored pressure sensitive labels for 

index filing. 

NEW super strength pressure sensitive labels for 

, extreme high-speed tab machine conditions. 


Caeccccrrr 


FREE! PEE CEE’S NEW BROCHURE... 
| Shows actual application of various ma- 
chine accounting uses of PEE CEE pressure sensi- 


| Tee(ee tive iadels...FILL OUT COUPON—MAIL TODAY. 


tape & label co. A SUBSIDIARY OF EUREKA SPECIALTY PRINTING CO 
S21 North La Brea Ave. « Los Angeles 36, California 
| Name Title 
| Company 
| Address 
poy & Zone 














For More information Circie No. 416 


receive white opaque correction fluid. 
Back of each sheet is coated with a 
moisture-resistant resin so that each strip 
or block of copy stays flat, won't curl or 
buckle as it is mounted in position; and 
the back coating prevents rubber cement 
or solvent from bleeding through. Costs 
about 4c a sheet. For More Information 
Circle No. 136. 


ADVERTISING MEMO PADS 


Sturgis-Newport Business Forms, New- 
pert News, Va., offers SN memo pads as 
a low-cost, giveaway advertising reminder 
which keeps the advertiser's name, serv- 


ices and products constantly before pros- 
pects and customers. Memo pad presents 
four variations of advertising message or 
four different products, on four consecu- 
tive pages, repeated throughout each pad. 
The customer’s attention is focused on one 


RIBBONS 


for the 
1403 Chain Printer 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38, N. Y. 














For More information Circle No. 434 
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Design for a Travel Bureau Executive 


Your company is judged by the office you keep... 


The first impression is a most important impres- luxury that will impress your visitors and make 
sion! Cole Steel office furniture will create the your office an inspiring place to work. See for 
office you want—the impression you want to give. yourself why Cole Steel is so far ahead in the office 
By its rich look, by its integrity of design, Cole equipment field. Free: send for our latest full color 
instantly tells of quiet good taste. Cole equip- catalog...today! Cole Steel Equipment Co., Inc., 
ment creates an atmosphere of comfort and Dept. 27, 415 Madison Ave., New York 17, N. Y. 


COLE STEEL 


NEW YORK CITY « CHICAGO ¢ PHILABDELPHi‘s « LOS ANGELES * SAN FRANCISCO *® HOUSTON ¢ ATLANTA « TORONTO, CANADA 
For More Information Circle No. 408 





demonstrated: versatility, reliability and performance. That's what “addo-x” offers 
in adding machines, automatic multipliers, printing calculators, shuttle carriage, book- 
keeping and special purpose machines. We'll demonstrate to you too, that “addo-x" has 
the machine to suit both your budget and your requirements—no obligation to you, of 
course. See your dealer or write: “addo-x inc”, 306 Park Ave, NY 22, NY—PIl 5-5420 


[—pronounced: add-oh-ex—] 


For More Information Circle No. 283 
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subject at a-time, but he is reminded of 
each of four subjects 12 times as he uses 
up each pad. Produced in a variety of 
pocket and desk sizes, printed in choice 
of standard or special color inks, and gum 
padded 50 sheets to a pad with chipboard 
back. For More Information Circle No. 
159. 


VENDING-COIN PROCESSOR 


Johnson Fare Box Co., 4619 N. Ravens- 
wood Ave., Chicago 40, IIl., announces 
the Audit-in-Route machine for installa- 
tion in vending machine service trucks 
where it automatically sorts and counts 
coins collected at each stop, and prints 
dollar and cents total on a form. Unit 
can sort and count $50 in coin in four 
minutes. This enables driver to note 
quickly any discrepancy between money 
collected and amount of refilling a vend- 
ing machine requires. He can spot a me- 
chanical failure of vending unit and go 
back at once to correct the problem. 
Audit-in-Route holds $1500 in coin or 


day’s collection of $50 or less at each of 
30 stops. Management knows total coin 
receipts at close of day instead of the 


= 


AUDIT IN ROUTE. fe 


_ « 


following morning. Forms with total of 
each collection can be used as the basis 
for commissions, eliminating need to post 


It’s New, It’s Better, It’s 


ACCOUNTING EQUIPMENT 


NARDON MANUFACTURING COMPANY, INC. 
2125 W. MISSION ROAD - 
CALIFORNIA 


ALHAMBRA 


A—NARCO Accounting Boards - 
Movable Rail 


B—NARCO Posting Trays 

C—NARCO Portable Posting 
Stands 

D—NARCO Accounting Boards - 
Fixed Rail 


E—NARCO-MATIC Posting Units 
F-—NARCO Summary Boards 


Engineered for Efficiency 


NARCO’S years of experience in 
the design and manufacture of 
first line office equipment as- 
sures you of units engineered 
for efficiency and ease of opera- 
tion, manufactured for long, 
trouble-free life. For details, ask 
for literature on specific equip- 
ment, 


DISTRIBUTORS: 
Some territories 


still open 


For More Information Circle No. 339 
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Speed-0-Moist 
LABEL 
MOISTENER 


for use with > te 
address labels, IBM, stamps, or 
seals, Easy to use with improved 


separation. 

Price $5.95 FOB 
ACTIVE MAILING MACHINE CO. 
537 S. Dearborn Street, Chicago 5, Illinois 








For More Information Circle No. 366 


PAPER FOLDER 


AUTOMATICALLY FEEDS, FOLDS, COUNTS 
* AND STACKS 110 SHEETS A MINUTE 


No fussing or fanning—just load paper on the 
automatic feed table, touch the lever and 
quickly fold printed or duplicated material, 
letters, statements—anything from 3 x 5 to 
9x 17 in.—even multiples of 6-8 sheets stapled 
together. Stops when last sheet is fed. Two 
eet fold controls adjacent to permanent 
illustrated instructions at top of machine let 
you change folds in seconds. Electric Model 
$299.50; Hand-operated Model $199.50 plus 
tax. Higher 7 since 1903— HEYER 
INnc., 182, S. Kostner Ave., Chicago 23, Ill. 


FREE! Four 8 x 10 glossy photos— 
Our Demonstration by Mail! 


HEYERINCG., _ Deot. 10-61 
1821 S. Kostner Ave., Chicago 23, Ill. 
Please send me, without obligation, 


the glossy photos showing how the 
Conqueror Paper Folder works. 











sales on ledger cards. Driver starts route 
by inserting route revenue receipt in ma- 
chine and imprinting opening register 
reading. He enters, on a location revenue 
receipt at each stop, inventory used to 
replenish that machine. After servicing a 
machine, he inserts location revenue re- 
ceipt in the Audit-in-Route, dumps coins 
in hopper, prints opening register and 
drives to next stop. On arrival there with 
coins processed, he imprints closing read- 
ing. Difference in two readings is collec- 
tion of last location. He repeats process 
at each stop. At day’s end, he imprints 
closing reading on route revenue receipt 
and subtraction shows day’s collection. 
The system is said to reduce coin han- 
dling in the office by 80%. Driver may 
deposit day’s collection directly by turn- 
ing in coin boxes at bank. In situations 
where vending machines yield more coins 
than can be handled between stops, a 
group of units in coin processing room 
can handle the bags of coins unloaded by 
drivers. For More Information Circle No. 
194, 


CONTROL BOARDS 


Rol-a-chart, Box 291, Mill Valley, Calif., 
introduces magnetic indicators in many 
colors, shapes and sizes for magnetic 








scheduling and charting, as well as for 
special applications. Magnets are finished 
with a wipe-off surface that permits writ- 
ing on them with a marking pencil for 
additional coding. Flexible strip magnets, 


THe Orrice—October, 1961 





Write for your FREE 


qr 

















sheet 
protector 


TODAY 


VULAR,® 

a TERAFILM® plastic sheet 
made of EASTMAN KODAK’S 
new TENITE® polyester. 


Vular is the newest, clearest, strongest, sheet protector in five years. When you 
get your sample look through it...see how remarkably clear it is. See how strong 
it is. See how it resists scratching. You'll find Vular Protectors are best for pro- 
tecting sales literature and important documents from soiling and tearing. 

Write today for your FREE sample of Vular and complete details. 


AMERICAN KLEER-Vu P astics, INC., Division of Kleer-Vu Industries, Inc. 


76 Madison Avenue, New York 16, N. Y. ORegon 9-5900 INL Ele REWAU) 


For More Information Circle No. 298 
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O Pvays to 


C Easier Filing 

[-] Higher Morale 

() Increased Efficiency 
[) Error Reduction 


a 


First and foremost in its 
field, Visi-Shelf is the only 
concept of filing, conceived 
and engineered specifically 
for the express purpose of 
shelf filing. 

Developed to meet the 
constant problem of 
crowded filing areas and 
overcrowded files, the 
Visi-Shelf filing system has 
solved these problems by 
making it possible to file 
“more than twice as many 
records in the same floor 
space” 


3 Series — 2 Widths 
(30” & 36”) — 4 Heights 
= 96 Filing Combinations 


Exclusive VS 


features include: 


Finger Tip Compressors 
© Positive locking 
@ Free movement 
‘ =. © Fully adjustable 
Light weight patented Drop Doors 
Face mounted Reference Shelves 


Visi-Shelf File, Inc. 
105 Chambers Street 
New York 7, N. Y. 
Please send catalog and complete details 
of the Visi-Shelf Filing System. 


DOT aac ccsecvissnssonserarepcsncensecsovevencessness 
COMPANY 

IIE staiccaisessetennsttcstcotnnineneintrveinserpins one 
CITY. 


Dept 8 








For More Information Circle No. 340 


that can be cut to any length or shape, 
are also available with the same write-on- 
| wipe-off surface. Special colors and im- 
printing can be had on order. For infor- 
| mation, price list and full color magnet 
selection chart, Circle No. 113. 


INVESTMENT REGISTER 


Recordplate Co., 130 N. Fair Oaks 
Ave., Pasadena, Calif., announces its im- 
proved sheet 697 Investment Register in 
11” (binding side) x 84%" for %” and 1” 
binders as book sets. No. 767 has 50 


; 
ninnaselcent ines é 
eeeseseeeeeeseeeeeeeeee 


sheets and 787 has 100 sheets. Designed 
to keep a record of accumulated unit and 
dollar balances of individual securities, 
and record the annual rate earned, by 
month and year. Has a column to record 
date when security becomes a long-term 
investment. Provides a complete efficient 
accumulation of information for prepara- 
tion of tax reports and a quick visible sur- 
vey of holdings at any time. For More 
Information Circle No. 143. 


SIGN-MAKER 


American Tiflex Co., 2319 W. Huron 
St., Chicago 12, Ill, offers the Printext 
sign-making machine which, in one opera- 
tion, prints any combination of five colors; 
| die-cuts and embosses metallic or fluores- 
cent papers. A water soluble printing 
ink is used and a damp rag will clean the 





5 | type. Ink is applied with an easy-to-use 
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IN VIRCO FURNITURE THAT’S 
BUILT FOR LASTING COMFORT 


Puzzled by price—in a quandary over quality? Virco chairs and desks for office or 
home are budget priced and built to last. Check the quality construction features of 
this beautiful office furniture! 


MATCHING +7795 DESK AND #258 CHAIR 


This handsome welded tubular steel frame 
desk is available with Vircolite wood 
grain finish tops in two sizes: 18” x 33” 
and 20” x 40”. Choice of Oriental Wal- 
nut top with bronze-brown frame or 
Platinum Walnut top with suntan frame. 
Plus feature: excellent for use with busi- 
ness machines. Companion chair is up- 
holstered in quality vinyl plastic with 
urethane foam cushion. 


ALL-METAL #127 FOLDING CHAIR 

This chair has countless office uses, features tubular 
steel construction with three fusion-welded braces. 
Steel reinforcement in front legs at seat pivot point 
and under forward edge of seat. Metal-capped legs 
with durable rubber crutch tips. 


FREE New catalog showing Virco’s line 
of office furniture. 


Write today to: 


VIRCO MFG. CORPORATION 


Dept. S-10, P.O. Box 44846, Station H 
Los Angeles, California 
Plants also in Arkansas and Pennsylvania. 
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ted into.so small 

1e ultimate in Monroe’s 

famous L line calculators. This one’s honored antecedents today are accom 
plishing their time and money saving missions on more desks in American 
business than any other calculator. LA-9 covers less area than a letterhead 
18 pounds. Yet this new compact automatically 

performs many of the jobs that much bigger and costlier machines do 
Its peak performance is guaranteed. and maintained by Monroe's nation 
wide service organization. And at so moderate a price, it-can quickly pay 


for itself through its efficiencies 


/ 
See the MAN from MONR ROE 


i+) 
\_ 9 








Monroe Calculating Machine Company, Inc. Sales and service in principal cities everywhere. Genera! offices, Orange, N J a: A OFVISION OF LITTON iNOUSTRIES 


For More Information Circle No. 254 
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hand applicator. Nylon type and com- DIAZO TAX FORM MASTER 


posing stick fit into the machine for easy Charles Bruning Co., 1800 W. Central 


lock-up. Each type font comes in wood Road, Mt. Prospect, Ill., offers a Trans- 
composing case. All material necessary 


for 6” x 8” signs including machine, type, 
ink, board, etc., is $149.50. Other machine 
sizes are 10” x 10” and 16” x 16”. Dozens face plastic master for federal tax form 
of type styles are available. For catalog 941-A and comparable state forms. The 
and samples, Circle No. 170. reusable master with a series of overlays 





New ROBERTS We call this new Roberts E-21-U 


numbering machine a “universal elec- 

; “ tric” because its numbering head is 
universal electric entirely flexible — it can be turned 
sideways and’ adjusted to permit 

NUMBERING MACHINE numbering at 'any point on a page, 
card, tag, label or strip of material. 

It will record clearly through as many 

as 10 carbons. It automatically prints 

numbers in sequence from 1 to 

999,999 with instant choice of con- 

secutive duplicate or repeat operation. 

The universal printing head gives 

complete freedom in numbering 

towards the front, back, left, right 

or any point on a sheet up to 12 

inches wide, and of any length. 

Adjustable guides for accurate posi- 

tioning. Just plug in—no installation. 

Also available for foot operation in 

model E-21-UF. Write for more 

information to Roberts Numbering 

HELLER ROBERTS Machine Division, 700 Jamaica Ave., 


Manufacturing Corporation Brooklyn 8, N. Y. 





For More Information Circle No. 311 
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STUMPED 


FOR STORAGE? 


Now you can make molehills out of moun- 
tainous storage problems! The answer is 
Erecta-Shelf. Erecta-Shelf’s steel rod con- 
struction has been load tested to 1,000 
pounds per shelf. It offers lightning-fast 
assembly without special tools, nuts or 
bolts. Erecta-Shelf units may be added 
back to back, end to end or one atop 
another: Space between shelves is ad- 


justable. Available floor mounted, wall 
mounted, or on casters. Unlimited uses at 
a limited price. Variety of sizes. Fits any 
floor plan. 


Available Chrome Plated or Stainless Steel 


Get storage problems off your 
mind — find out about Erecta- 
Shelf today. 


Write for free catalog! 
The Seal of Sanitation Quality! 


A quality product of 
METROPOLITAN WIRE GOODS CORP. 
NN. Washington St. and George Ave. + Witkes-Barre, Pa. 


For More Information Circle No. 343 
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accommodates all quarterly payroll tax 
reporting requirements, both federal and 
state. Employee names are typed, posted 
or hand entered only once. Salary deduc- 
tions and other information complete the 


| report. Masters can be copied in desired 


quantities on a diazo copying machine 
for the respective tax agencies. Overlays 
block out unnecessary state information 
from federal reports, and federal informa- 
tion from state reports. Same masters 
can be re-used indefinitely. Variable fig- 
ures are wiped off the plastic and new 
information entered each quarter. For 
More Information Circle No. 196, 


PEN CARTRIDGE 


Parker Pen Co., Janesville, Wis., an- 
nounces a plastic Instant Ink capsule for 
the 61 pen which converts tap water into 
a 5000-word ink supply. User places cap- 
sule on end of capillary-filling ink reser- 
voir and immerses it into a glass of water 


or under running tap for about 30 sec- 
onds. Capsule contains a layer of ink 
concentrate sandwiched between two layers 
of sponge. As water is absorbed by capil- 
lary action, ink concentrate is dissolved. 


| Capsule is then discarded. User can keep 


a capsule in his pocket to be assured of 


| an ink supply as close as nearest water 


supply. Initially capsules will be mar- 


| keted with blue or blue-black ink at three 


for 29c. For More Information Circle 
No. 184. 
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Smead introduces a colorful line of 
VINYL BRIEF COVERS 








To present and protect all that is bound into them . 


"SHOW YOUR 
BUSINESS CARD 
HERE...TO 
PERSONALIZE YOUR 
PRESENTATION 








. . aN impressive pure 


vinyl brief cover that lasts and lasts. Soft, flexible virgin vinyl in a smooth, 
subtly-grained finish . . 


. one-piece welded construction. Won't scuff or 


discolor, wipes clean with a damp cloth. Other features: Five eye-catching 
colors, double-faced acetate window, trim ‘‘V'' back and a modern cover 
design. Holds up to a half-inch stack of papers, size 11 x 8%. 


One-piece construction, 
modern cover design 





See this very attractive cover at your stationer’s, or 


write to Smead Manufacturing Co., Hastings, Minn. 


Smead 


VINYL BRIEF COVERS 


Ak for 





Three double-tang 
fasteners for safe bind- 
ing-in of contents 





Double-faced ace- 
tate window shows in- 


side title sheet, busi 


ness cord or specially- 


printed card 





Five popular colors 


red, blue, green, black, 


gray 





An attractive way to 
Present reports, to bind 
in manvals and cato- 
togs, to protect impor- 
tant records 





For More Information Circle 
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COPYING PAPER 


Labelon Tape Co., 10 Chapin St., 
Canandaigua, N. Y., announces Thermal 
copying paper for Thermo-Fax machines. 
It is said to have excellent reproduction 


finding and filing 
takes just 


qualities and runs in the machine, without 
filter or screen, at the same range and 
speed as regular copy paper. A full weight 
| sheet, it is easy to handle and file; will 
not become brittle or darken with age; 


wee 


a 
with BARKLEY TAB GUIDES 


Modern offices use Barkley Tab File 
Guides because they make the job so 
easy. How? Well, each tab is both angled 
and magnified—takes only a glance to 
find the file you want. And Barkley Tabs 
are durable—stand up under constant 


| has indefinite shelf life as well as a high 


heat resistant factor, and will not mar. 
Reproduces originals clearly and sharply 
and copies two-sided printed material. For 


| More Information Circle No. 115. 


use for years. The next time you make 
up your supply list . . . be sure to add 
Barkley Tab File Guides . . . at the top. 


At all leading stationers. 


C.L.BARKLEY & CO. 


1220 W. VAN BUREN ST. CHICAGO 7, ILL. 
For More Information Circle No. 344 


VOUCHER & PAYROLL CHECKS 


Carbon Business Forms Co., 880 East 
72nd St., Cleveland 3, Ohio, has developed 
an economical method of printing voucher 





MAILERS | 
Stamp Affixer 


544. AFFIXES ACTUAL 
FET STAMPS AT 

150 PER MINUTE 

Holds roll of 500 stamps 

in many denominations 

DEALER INQUIRIES INVITED 
Request Catalog: 

MAILING MACHINES 


MAILERS couipment co. Inc. 


DEPT. O, 40 W. 15th ST., N. Y. 11 
For More Information Circle No, 345 
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and payroll checks with magnetic ink cod- COPYING PAPER 

ing for automatic sorter-reading equip- Perry-Sherwood Corp., 257 Park Ave. 
ment. Voucher checks are available in §, New York 10, N. Y., announces Perfax 
tamperproof pantograph colors of yel- Type 105 copying paper for Thermo-Fax 
low, blue, pink, gray or green. Payroll copiers. This sheet has a wax-free coat- 
checks are available in many styles, car- jing which produces high contrast, sharp 
bon interleavied or hot wax spot carbon- black copies. Its manufacturers state 
ized. Orders can be shipjed in one week, that it is non-fading and that it will not 
when necessary, complete with coding and peel or crack. The light gray backing on 
imprinting. Submit your own check for the heavy weight paper retards curling, 
quotation or, for samples, Circle No. 140. and it can be used for either top or back 


SOUND ENGINEERING BY C><te » ACOUSTINEI 


|e heme Bore hoe Lee, 


~~ tor LOVERS of PEACE ona QUIET 


Alert management takes positive action before blood pressures go 
up and sales go down, affecting company profit. Gates Acoustinet can 
restore office harmony by reducing machine noise up to 85°c. A modern 
Acoustinet virtually snuffs out the undesirable disturbances from 
office machines, giving you the-quiet atmosphere so necessary to do 
a good day’s work. Install one today and see your office productivity 
go up, affecting your profit picture in the same manner. 


GATES GUARANTEES RESULTS OR YOU DO NOT PAY 
GATES ACOUSTINET, INC. « P.O. BOX 91-10 — BUFFALO 23, N. Y. 


For More Information Circle No. 429 
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Another New fFAULTLES, Development... 


Nylon Post FLAT-TOP Binders 


a 


With a flick of the finger, FAULTLESS’ 
sturdy Nylon Posts are easily and quickly 
secured by two simple retaining devices. 
Gone is the nuisance of complicated levers, 
clumsy gadgets, and awkward slides, com- 


mon in ordinary binders, 


These tab form binders are quality-made of heavy, first-grade virgin vinyl plastic, elec- 
tronically heat sealed. Stiff cover construction. Seafoam Green, French Calf Finish. 


Keep Simplified Efficiency 
at your finger-tips... 


You can judge a book by its cover 
— that is, if it happens to be the 
revolutionary new Faultless de- 
velopment . . . the Nylon Post 
Flat-Top Binder! What makes 
this tab form binder so different, 
so much better, so much easier 
to operate? Basically, the unique 
manner in which the Nylon Posts 
are held in place. Notice how 
two nickel-plated retainers grip 
the posts, holding them perfectly 


flat against the inside cover. 

We call these features and the 
many advantages they offer, 
Simplified Efficiency. So will you! 
For actually, it takes but a mo- 
ment of using the-new Faultless 
Nylon Post Flat-Top Binders to 
fully appreciate their very prac- 
tical design, their completely su- 
perior record-keeping capacities 
and capabilities. 

The attractively priced line is 


complete in a wide range of sizes 
and types, for burst forms; and 
in olive canvas binding for un- 
burst marginal punched forms. 
Invest in the best — buy 
FAULTLESS! 

Phone your Faultless 
Office Supply Dealer... Now! 
STATIONERS LOOSE LEAF CO. 
246 East Chicago Street. 
Milwaukee 1, Wisconsin. 
114-116 East 13th Street. 

New York 3, New York 


FAULTLESg ... Your assurance of superior features and foremost quality 


For More Information Circle No. 271 





printing with or without a screen carrier. 
Sensitivity to pressure is said to be prac- 
tically eliminated and this paper will oper- 


ate at the setting usually used, with a 
wide heat range. For More Information 
Circle No. 138. 


OFFSET MASTER 


Direct Masters, Inc., 212 N. Clinton St., 
Chicago 6, Ill., offers small press owners 
or operators an introductory kit of Direct 
Image paper masters for short and me- 
dium runs and xerography. In addition 
to being long and clean running, they 
have a resilient surface that resists em- 
bossing; greater body; run with less water 
for sharper reproductions; allow easier 
erasures; require no special inks or foun- 
tain solutions. For a free introductory 
kit, send company name and address along 
with press size and type to above address. 


WASTEBASKET 


Rubbermaid, Inc., Wooster, Ohio, an- 
nounces the Slim Jim wastebasket styled 
and sized for multipurpose use. The 23- 
gal. receptacle is made of molded poly- 
ethylene for rugged construction and rust, 
dent and crackproof qualities. This also 





‘OEE 


Standard 
Model M-13-D pictured 





Low silhouette office Typewriter 


with 9 key Decimal Tab. 


WRITE 


For Information 


STANDARD 
VOSS CORPORATION 
334 E. Weber, Stockton 2, Calif. 








For More Information Circle No. 415 
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HAMILTON 


STUB-SET 
FORMS 


Yes, Hamilton makes it so easy. 
Just a snap on the perforated 
border and your multi- 


“copy carbon forms are 


quickly separated. 
Write for samples and prices on size 
ond number of copies you require. 


{Also available on NCR 


jamin, sree sex ‘ibanes 
pe © Thumb control 


“© Hinged writing plate 
. = oe i Ie 





For More Information Circle No. 368 


enables it to hold wet or dry waste. It is 
steam cleanable; 30” high and can be 
fitted easily into small floor-space. Sharp 


seams or corners are eliminated to per- 
mit easier, faster cleaning. Costs $15.65 
in gray and $16.50 in white. For More 
Information Circle No. 174. 


OFFICE OVEN 
Shelden & Dickson Mfg. Co., 5307 
North 42nd St., Omaha, Nebr., announces 
an office oven that serves hot foods and 
soups, yet eliminates preparation, waiting, 


on Hj 





cleaning and leftovers. Products are 
heated in the can and left in the machine 
until desired, then they are merely opened 
and served. Oven is stainless steel, com- 
pletely insulated, and holds 54 heated 
8-oz. cans in six selections. It has a 
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There Is a Low-Cost Way 
To Store Your Company's Office Records? 


WM 


TOP AMERICAN COMPANIES USE 
PAIGE MIRACLE BOX 


All types of businesses throughout the country 
are storing office and factory records in Paige 
Miracle Boxes, at a fraction of their former ex- 
penditure for metal files and transfer cases. 


Paige Miracle Boxes not only effect great savings 
in cost of record-retention but also in the utiliza- 


tion of ALL the space from floor to ceiling in 


storage areas AT LARGEST TITLE COMPANY Paige 
r Miracle Boxes provide safe storage and 

easy access to hundreds of thousands of 

original, irreplaceable real estate records. 


COUNT “1-2-3” 
— that’s how THE COMPACT SYSTEM 


quickly anybody 


in your office, OF STORING RECORDS 


nei a - ie Paige Miracle Box is the ONLY cor- 
a Paige Miracle rugated container with ALL the 
Box. features record-retention specialists 
consider essential for the successful 
operation of the Compact Storage 


System: 


Sets up INSTANTLY and AUTOMATICALLY 
—no taping, stapling or folding a lot of tabs. 


Completely DOUBLE-walled, DOUBLE-floored, 
DOUBLE-cornered, providing 
amazing stacking strength. 


The The ONLY corrugated box with 
ge an integrated, locked-in bot- 
UNIQUE : Dy tom that can't “fall through.” 


PAIGE ; ew? Separate telescopic cover 


which can be lifted or re- 


” d f + a 
MIRACLE BOX i aa or easy access to con 
SETS UP Light in weight, easy to handle 


by its convenient handholes: 


INSTANTLY and es, ; «| even when full, can ro - 


carried by any girl 


AUTOMATICALLY : office. 


NO TAPING! NEW ILLUSTRATED BROCHURE 


NO STAPLING! Our new brochure explains how the use of the unique Paige 


Miracle Box has developed the Compact System of retaining 
NO TIME-CONSUMING MOTIONS! records . . . how leading companies get maximum use of 


available space, highest efficiency in operations, greatest 
convenience for personnel. We'll be glad to send you a copy. 


THE PAIGE COMPANY, Inc. © 95 MADISON AVENUE @ NEW YORK 16, N.Y. 


For More Information Circle No. 441 








- \ 
‘The Indispensable Three’ 


..that speed up the day's work 


(by Ever Ready) 


The memo pad (in four attractive base colors and two page 
sizes) and the desk calendar (a style and size for every desk... 
every purpose) by Ever Ready make the day’s work easier and 

help keep things moving ahead. 
Both are designed with the busy, but organized, desk in mind. 

Styled to compliment any desk. 
Order the Ever Ready desk calendar or memo pad from your 
local stationer today. Or write us. We will be happy to forward 
your request to the Ever Ready dealer nearest you. 


America’s foremost desk calendar 








EVER READY CALENDAR MANUFACTURING CO. 


wSO BAY SVURESCT, ZS ERSE? Cli-v¥, NE Weegee SEF 


For More Information Circle No. 274 
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Chromalox heater, thermostatically con- 
trolled, and a heavy duty fan to maintain 
even temperature. There is automatic 
rotation of the product—first in is first 
out. Height is 23”; depth, 20”; width, 
13”. Costs $89.50 f.0.b. above. For 
More Information Circle No. 128. 


MACHINE TIMER-COUNTER 


Engler Instrument Co., 250 Culver 
Ave., Jersey City 5, N. J., announces the 
Engler Combination Hour Meter and 
High Speed Counter for use on most IBM 
electronic accounting equipment. This 
precision instrument registers an accurate 


record of production time, as well as 
counting the cards processed, to eliminate 
certain manual records. At the same 
time, it registers a complete record of 
workload and machine performance for 
further study. For More Information 
Circle No. 135. 


SHEET PROTECTOR 


American Kleer-Vu Plastics, Inc., 76 
Madison Ave., New York 16, N. Y., has 
added a Vular sheet protector to its pro- 


tective plastic envelopes. Vular, a Tera- 
film plastic sheet made of Eastman Ko- 
dak’s Tenite polyester, is a thin, light- 
weight film said to be clear and free of 
any color tint. Possessing high strength 
and durability, it is cut and shatter re- 
sistant, will not dry or become brittle 
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» MACHINE 


To get to the POINT... 
There's 
a STRING 
attached! 


PULL THE STRING AND 
YOU ‘POINT’ THESE ERASERS! 


You'll appreciate these efficient, pencil size 
eraser sticks, protectively encased in spiral- 
wound paper. Pull the small, wrapped-in string; 
it unwinds the paper and exposes the eraser 
tip. These Weldon Roberts Erasers 
pick-out even small details, letters, 
figures — and remove entire lines of 

typing or writing, They erase 

cleanly, minimize the need of 

re-doing an entire sheet, save 

stationery, workers’ time and 

tempers. 

The all-quality rubber 
sticks are specially formu- 
lated to erase: 

PENCIL « INK 

INDIA INK 

BALL POINT 
TYPEWRITING 

BUSINESS 


Read 

carefully 

these de- 

scriptions of 

the various 

rubber textures. 

Buy those best 

suited to your 

needs, from your sta- 

tioner, Write us if he 
cannot supply you. 


WRITING. 4 


NO. 448 GREEN GLOW (Soft green rubber). 
Erases pencil, Also removes the surface 
carbon from carbon ribbon impressions, 


and . . . NO. 378 GRAY POINT & 


(Business-like gray rubber), removes the 
final image, Erases ink, typewriting and 
business machine writing too. 

NO. 138 BALL POINT (New formula green 
rubber). Particularly developed to erase ball 
point ink and lead. 


NO. 258 INDIA INK (Fine green rubber). 


For erasing India Ink and work from opaque 





| pencils 2H and harder. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World’s Foremost Eraser Specialists 
For More Information Circle No. 347 
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when it’s 


with age. Its lightweight quality allows 
more sheets in ring binders. The standard 
Vular protector for 11” x 8%” sheets is 





choose 
modern 
compact 


MP Jr. coin Changers 


Speed Customer Service... 


make every teller more efficient. Compact 
MP coin changers keep transaction areas 
neat—change close at hand. Precision made 
to operate smoothly. MP changers respond 
to fingertip pressure —fast! You'll be three-hole punched and fitted with a black 
amazed by the improvement in customer album paper insert. Other sizes are 


saletent when you install DEP. stocked. For samples, Circle No. 161. 


Only MP Coin Changers... 


combine top quality features and low cost 

in the nation’s value: leading, semi-auto- DESK DIARY 

9 pine cane al fully enclosed Executive Desk Diary Ltd., 717 Fifth 
@ $125 capacity—pennies thru half-dollars Ave., New York 22, N. Y., offers a 14- 


@ Removable top tray and inner storage box month Saturday Review Executive Desk 
@ Lightweight construction 
@ Smart hammertone finish, decoratorcolors 


Parts and workmanship iully guaranteed. 

Only $69. See the complete line of MP 
Coin Changers at your dealer or 
write for full information today! 


metalproducts 


engineering, inc. 
4000 Long Beach Avenue « Los Angeles 58, California 
For More Information Circle No. 348 


THE LOW COST WAY 
TO FILE ROLLED MAPS, 
DRAWINGS, TRACINGS, ETC. 
Heavy gauge stee! bin, baked enamel finish, protective 
rubber bumper all around. Rolled items quickly located 4 
and refiled. ideal in a limited working area 


40 HEAVY-DUTY CARDBOARD 
TUBES, 2” DIAM. 36” LONG 


: 
PLASTIC Cover oa 
“F.O.B. TULSA, OKLA. Diary for the executive who needs a mul- 
tay andigy titude of facts. This third edition runs 
-RICE C0. from Dec., 1961, to Jan., 1963, and has 
619 SOUTH MAIN ST. TULSA 19, OKLA a “week in view” format with a monthly 
For More Information Circle No. 
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NEW 
OZALID 


TRANSFER-A-MATIC 


NEW 
OZALID 


TRANSFER-A-MATIC 


Copies everything up to 11 inches wide...150 
feet long. Perfect prints every time, in seconds! 
Insert the original—and only the original — printed 
on one side or both sides...out comes a perfect copy, 
automatically cut to size! No waste, work, worry. Clear 
black and white copies of all colors—pen, pencil, office 
stamps, typewriter, or type. Every one perfect. ..no 
‘wastebasket copies!’’ No waiting for warm-up. .. self- 
starting. No messy ‘‘sandwiches”’ to peel apart. No contact 
with nail-staining inks or chemicals. Between feedings the 
motor sleeps—no wasted current. See it! Try it! Test its 


speed, simplicity, economy. - 
lid, . 115, pe ¥. 
Send coupon now. Ozalid, Dept. 115, Johnson City, N. Y 


0 More information please on the new 
Ozalid Transfer-a-matic 
Made only by Ozalid,® Johnson City, CO Vd like to see it demonstrated on or about 


N. Y. Division of General Aniline & = 
Film Corp. In Canada: Hughes-Owens 

Co. Ltd., Montreal. 
FIRM 


TRANSFERON’ ADDRESS___ = 


TO SEE IS NRNRRRCRORAEERE 
COaventeneescerr eaueecere | CHV... STATS... 


For More Information Circle No. 233 
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NEW! 


GOODKIN HORIZONTAL 18” CAMERA 


High-speed quality production without devouring space... . 


only $895 


Goodkin’s new Horizontal obeys every requirement for pre- 
cision production of line and halftone work plus the first- 
step needs of Ektalith, Gevacopy and Xerography. Below are 
some of the key features. For the complete story, write 
us today. 


e Requires just 60” x 25” of floor space; ideal for operation 
inside or out of darkroom 
Individually calibrated f6.8-45 lens enlarges or reduces 
up to 300%; covers 14” x 18” focal plate area 
Each of four reflector flood lamps can be rotated full 
360°; once set, need for repositioning is practically nil 


Special focus system assures ultimate in accuracy; ball- 
bearing guide wheels and rack-and-pinion track system 
permit smooth travel; eye-level loading and shooting 


Stondord equipment: Lens, lights, timer and film holder. Priced slightly higher Denver and West 


GOODKIN 


The M. P. Goodkin Co. Dept. A 112 Arlington Street Newark, New Jersey 


GOODKIN 





and yearly calendar for advance sched- 
uling. There is a 63-page reference sec- 
’ tion with information on taxes, 
social security, economic data, a 
gazetteer, etc. Available in two 
editions: Deluxe Executive, 
$7.50; Director, $13.50. For 
More Information Circle No. 

147. 


BALLPEN 


All-Rite Pen, Inc., Hacken- 
sack, N. J., announces a sap- 
phire ballpen with a point made 
from highest quality synthetic 
sapphire. It also includes chrome- 
plated metal cap and tip, super- 
sized cartridge of blue ink. and 
molded barrels in any of six 
colors. Individually packed in 
crystalline gift boxes, retails at 
$1.98. Refills are 39c individually 
packed in gold-and-blue tubes, 
12 to a box. For More Informa- 
tion Circle No. 111. 


Acpress-R 





Model 


600 


THE 


DESK CABINET 


Scan-Am Co., 4108 W. Crystal Lake 
Road, McHenry, Ill., offers the Miniature 
Office cabinet in mahogany, teak or oak, 
which opens into a fully fitted office desk. 


There is a storage compartment which 
leaves desk surface free from clutter. A 
spacious drawer has an equipment tray, 
and a pull-out shelf takes letter baskets, 





SPEEDIEST MANUALLY OPERATED 
ADDRESSING MACHINE IN THE WORLD 


Automatic plate change with choice of consecutive, repeat or skip 


action, 


150 plate capacity, semi-automatic loading magazines. Prints 


thru a ribbon that reverses automatically. FEATHER TOUCH stamping 
arm relieves fatigue; speeds output, Uses standard Speedaumat plates. 


NETTLE MANUFACTURING CO. ” 


7 Huntington Ave. 
Boston 16, Mass. 


For More Information Circle No. 376 
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| Find Out 
: For Yourself 


‘Sie Ftlien Bond 


: Carbonsets! 


WRITE TODAY FOR 
A FREE SAMPLE PACKET! 
DEPT, O 106! 


For More Information Circle No. 350 


plans, etc. A Selfile unit fits in the bottom 
left corner. There is a fitted adjustable 
working light. When closed, unit can be 
locked. Its rich finish blends with other 
furniture. For More Information Circle 
No. 182. 


BRIEF COVER 


Smead Mfg. Co., Hastings, Minn., an- 
nounces a vinyl brief cover for person- 
alized presentations. It has a double faced 
acetate window which accommodates a 


business card or other printed card, or 
through which an inside title sheet can 
be viewed. Vinyl material is soft and 
flexible, attractively grained, fade resist- 
ant, and can be wiped clean with a damp 
cloth. One-piece construction and three 
built-in double tang fasteners provide safe 
binding of contents up to a %” thick, 
sheet size 11” x 8%”. Choice of five 
colors: red, blue, green, gray, black. For 
More Information Circle No. 122. 


MICROFILM READER, PRINTER, 
COPIER & PROJECTOR 


Andrews Paper & Chemical Co., Box 
528, Great Neck, N. Y., announces the 
Rollacopier which compactly combines a 
microfilm reader, enlarger, printer, wall 
projector and contact printer. Stable 
prints of excellent sharpness can be ob- 
tained almost instantaneously and inex- 
pensively. Both microfilm enlargements 
and contact prints made on Rollacopy 
paper have stabilized silver images of 
high contrast. Available in two sizes: 
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EFFICIENCY 





with ROL- DEX you get EFFICIENCY! 


because: 
@ records ROLL to the seated clerk 






all records are immediately accessible 


better control; easier supervision 


* 

e 

@ random reference is no problem 

@ no waiting for hidden, motor-driven trays 
* 


fewer personnel can handle large volumes 
of records 


For More Information find out about all the other advantages of 
OHS FIG, Ee Rol-Dex equipment. It’s built to fit your system, 
your form size, your volume, your space, your 
expansion plans. 


oe oe oe om om om om Om om @® Gm 6 6 68 G8 Ge 6 oe om 6 oe 6 68 6 oe oe ee 
WATSON MANUFACTURING COMPANY, INC. 
Rol-Dex Division, Dept. O-10, Jomestown, New York 


JROL:OEX?Z a [) Please send literature. 








[] Have consultant call me for appointment (phone) ...............ccccccccceeeeeee 





Gai el viiiadroinaslegs'ansseexousndsev bsnanineaeeneadycent aiurs Feucsiedaiandunsvigticanste Saas 


ETERS Bete Cra te nA ENS ORR Te fe ONE RRR ee 


MIN slates Ncs noe 5 cee daunes coh Shseers bahicFonsiioselan tin eNAAcans taetbntsn 





fully automatic 


NEW West German 


INSERTING AND MAILING MACHINE 





For Universal Use—works with every nor- 
mal envelope up to size of 72” x 10”, col- 
lects up to eight inserts of different sizes 








Envelopes are made ready for dispatch— | 


closed, controlled, counted, stacked 


all information from MULTIMATIC, 
KUESNACHT-ZURICH /SWITZERLAND 





aglelitiaatsitce 





For More Information Circle No. 374 
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| cost about Sc each. 











Rollacopier 17 for prints up to 17” x 22”, 
$595; Rollacopier 9 for prints up to 9” x 
14”, $395. Rollacopies size 842” x 11” 
For More Informa- 
tion Circle No. 152. 


OFFSET FIXER-LACQUER 
Agfa, Inc., 516 West 34th St., New 


| York 1, N. Y., offers a high-speed, low- 


cost combined fixer-lacquer for processing 
aluminum offset plates imaged by the 
photocopy process. Product is said to 
give sharper images, finer detail, better 
solids and greater safety latitudes. It is 
applied in a single step by a sponge or 
wiper to exposed, developed plate, and 
automatically fixes images while providing 
required lacquer coating. A concentrated 
solution, it cuts shipping and storage costs. 
For More Information Circle No. 207. 


ILLUMINATED WALL CLOCKS 


Cincinnati Time Recorder Co., 1733 


| Central Ave., Cincinnati 14, Ohio, offers 


a series of wall clocks illuminated with a 
soft even glow throughout the face by a 
concealed fluorescent tube. For flush, sur- 
face or double dial mounting, clocks come 
with 12 or 24 hour faces to operate as 
individual units or on time systems. Black 
numerals and hands on white background 
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Sets an office apart... 


contemporary / by columbia 


This new Columbia collection reflects the mood, the feel, the tempo 
of today. itis trim, slim, sleek of line. The only concession to opulence 
is in the handsome upholstered chairs that will revolutionize your 
ideas of comfort. Units are unusually versatile, permitting many 
custom arrangements. Write for descriptive brochure and names 
of Columbia dealers near you. Contemporary is available on 
Columbia's unusually flexible Lease Plan. 


COLUMBIA-HALLOWELL DIVISION Jenkintown 88, Pa. * Santa Ana. Calif. 


where reliability replaces probability 
For More Information Circle No. 309 
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from the 
Dupli-Mail -». 
line of 
addressing 
labels 


Here’s one masterpiece that gathers no dust. Companies every- 
‘where keep Dupli-Snap labels busy speeding their mailings efhi- 
ciently. No special equipment needed, and you get up to six copies 
of your mailing list with a single typing. 

Dupli-Snap labels are the carbon-interleaved member of the 
“Dupli-Mail” line . . . a growing family of gummed addressing 
labels designed to meet every modern requirement at low cost. 

Remember, labels are the key to economy and efficiency in 
mailings. Find out what the “Dupli-Mail” label system can do for 
your firm. See your stationer today, or write to Eureka for samples. 


COMES EUREKA SPECIALTY PRINTING CO. 
oA BOX 149, SCRANTON I, PA. 


@ T. M. REG, U. S. PAT. OFF. & CANADA 


For More Information Circle No. 249 
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are clearly lighted. Available with 12”, 
15” and 18” diameter faces. For More 
Information Circle No. 142. 


CLIPPING DEVICE 


Clipit, Janesville, Wis., announces a cut- 
ting device for quick, easy and neat clip- 
ping of magazine and newspaper articles. 
Curved blade cuts only the desired top- 
he® Fibfe= 
? dyes 

aif 2! 


sheet. Besides doing a better, safer and 
more efficient job, the Clipit is only 4” 
long so it can be carried in the pocket. 
It has a plastic handle and blade protec- 
tor, nylon cutting guide and high carbon 
steel cutting blade. Costs 98c; replace- 
ment cutting heads are 59c. For More 
Information Circle No. 183. 


For More Information Circle No. 210—» 






E began LC2 IN AUXILIARY SEATING 


Every one of your customers is a poten- 
tial buyer of Clarin Reserve Seating: 144 
decorator combinations of highly styled 
nylon and naugahyde—upholstered over 
Urethene. Fits perfectly with your cus- 
tomers’ decor. For sales meetings, plan- 
ning sessions and wherever auxiliary 
seating is needed. 


kel mmetelsnleli:s¢-Me- tale mm lao) inectol(-miahio)auat-talelame- lolol ht 
Reserve Seating, write Dept. 50RS 


CLARIN 


CLARIN MANUFACTURING COMPANY 
4640.W. Harrison Street, Chicago 44, Illinois 


SYV7R2ON 


BUSINESS FORM 


JOQGERS 


Eliminate slow, time consuming manual jogging 
methods—increase office efficiency. Let Syntron’s 
high speed (3600 vibrations per minute) Business 
Form Joggers do all your paper aligning work— 
business forms, checks, invoices, mail, etc. Syntron 
Paper Joggers are complete units—simple to oper- 
ate—easy to use. Designed for fast, dependable, 
trouble-free service. Available in a variety of sizes 
and styles—table deck, divided deck or bin type. 


STOP WASTE 
INCREASE 
EFFICIENCY 


For 
information 
write 

_ ae 


GIPJ2 


S ZA 17 / 2C //V 


For More Information Circle No. 379 





WASHABLE MARKERS 
Esterbrook Pen Co., Camden 1, N. J., 
announces Brite-Line washable markers 
for coloring, drawing and lettering on 
paper and cardboard. Instant-drying and 


washable from washable materials, eight 
available colors are black, red, blue, green, 
yellow, brown, orange and purple. Felt- 
tip is shaped to make possible multiple 
line widths. Offered in two sizes, refill- 
able super size at 89c, and regular size, 
not refillable, at 39c. For More Informa- 
tion Circle No. 223. 


“One thing I'll say for him. 
po 


He tries to keep busy! 
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OFFICE AUTOMATION - OFFICE AUTOMATION - OFFICE AUTOMATION 


EICHNER frenic typer 


a SS 
The remarkable, automatic, systems writing 


: ply Automat, with punched 
LQp f tape reproduction. The photo electric tape 
Fon ey, f, ; y 2 
() reader with electronic data conversion and 
| > (i relay controlled, automatic typing mechanism 
i i re 


guarantee completely reliable operation 
and utmost speed: 800 strokes per minute. 














AUTOMATIC-WRITING - AUTOIFATIC ORGANIZATION - AUTOMATIC WRITING 


. e ee eee e ee - ee eer e ee eee ° ef 
. ee ee . . . . . . . ee . ee 


EICHNER Ilotamat 


Automatic Invoicing Machine. Fully 
automatic. Programmed operation. 
Multiple program changes by simple turn 


qi" 
AUTOMATIC INVOICING - AUTOMATIC INVOICING - AUTOMA’ 


i 
Poscisal 


of a knob. Relay controlled calculating and : 

accumulating units of most modern 

construction. A perfect billing machine De 7s 

with highest performance. SN Ss | i 
rT iY 


ICHMIER 


hermofilmer 


In a few seconds pamhlets, 

reports, documents and 

drawings, are automatically 
"thermofilmed” —i.e., coated on 

both sides with a thin, colorless 
and transparent film. Papers 

are permanently protected, 

clean and impressive in appearance. 


ruth aol) Galea ID Gale), mee Vibe) alee e Vill) Bale), mr Vehael) Balem a Wily) 


EICHNER-ORGANISATION 


Unterlindau 21-29, Frankfurt am Main, Germany, Telephone: 723651, Telex: 04-12056 
For More Information Circle No. 411 
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NEEDS 
DFC/VFC DATA FILE! 


The heart of TOTAL AUTOMATION is VUE-FAX DFC/VFC 
DATA FILE<instant visible control of punched cards and tapes. 
OOFor complete information on how Vue-Fax can add TOTAL 
AUTOMATION to your electronic office system, write .. . 


SYSTEM CONTROLS CORPORATION 


WESTBURY, NEW YORK 
rers of Business Forms & Equipment 


For More Information Circle No. 337 
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PAPER SHREDDER 


Shredmaster Corp., 384 Woodcleft Ave.. 
Freeport, N. Y., offers a brochure detail- 
ing its paper shredding machines. Fully 


we SHREDMASTER .. 
Most Complete Line of 
Paper Shredding Machines 


for the Office. 


Pffartivale A 
a 7 


Adenti 





1 papers, 
IBM cards, ledger cards, checks, certificates 
P stat ‘ts, and obsolete records. 
Safeguards Your Company's Secrets 
Choose the Shredmaster Model 
that fits your 


precise requirements. 





illustrated, it presents comprehensive data 
on features, specifications and applications 
of four Shredmaster models. For a copy, 
Circle No. 186. 


TYPE FOLDERS 


American Type Founders, 200 Elmora 
Ave., Elizabeth, N.J., offers a series of 
seven Typeldea folders which present 
ideas for putting type to best use in the 
design of cards and announcements, tags 
and labels, booklets and folders, personal 
and commercial stationery and forms. One 
folder describes ways of employing initials 
effectively and inexpensively, while an- 
other illustrates the use of ATF holiday 
ornaments. These pocket sized folders are 
companion pieces to the Book of Ameri- 
can Types which contains a full showing 
of all ATF foundry type designs. Type- 
Idea folders are available without charge 
as long as present quantities last. For 
copies, Circle No. 192. 
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MICROFILM SYSTEMS 


Minnesota Mining & Mfg. Co., Dept. 
S$1-417, 900 Bush Ave., St. Paul 6, Minn., 
offers three illustrated booklets describing 
the use of microfilm in three agencies of 
the federal government: Social Security 
Administration, Bureau of Public Debt 
and Army Finance Center. The Social 
Security and Public Debt reprints involve 
detailed descriptions of filing and retrieval 
of data including computer operations 
which have completely eliminated paper- 
work. The Army Finance story details the 
flow of traffic payments that sometimes 
exceed a volume of $3 million a day. For 
copies, Circle No. 189. 


VERTICAL CONVEYORS 


Samuel Olson Mfg. Co., Inc., 2418 
Bloomingdale Ave., Chicago 47, IIl., de- 
scribes Olson Selective Vertical Conveyors 
for automatic floor-to-floor delivery of 


mail, records and similar materials in 
multistory buildings in a 16-page bro- 
chure. Now in use in many high rise 
buildings, Olson conveyors are endless 
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chains equipped with pivotal carriers and 
large sprockets at top and bottom to guide 
movement in the delivery cycle. Carriers 
are attached at sides of chain and always 
remain upright. Travel time from the first 
to 20th floor is about four minutes, with 
a maximum capacity of 320 Ibs. per min- 
ute for entire conveyor. Loading is on 
the upside and unloading on the down- 
side. Conveyors can be installed in any 


building where space for a shaftway of 
required size is available. Installations 
can be designed with unobstrusive or deco- 
rative enclosures to conceal mechanism, 
with only loading openings visible. Load- 
ing can be manual or automatic. Mag- 
netically controlled systems are available 
for applications requiring extra high vol- 
ume with minimum waiting by personnel. 
The magnetic “memory” control is engi- 

neered to handle 





“execappeal” 


complex delivery 
jobs. The mag- 
netic controls have 


a - ss 


For More Information Circle No. 380 
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There’s something about a Bentson steel 
desk that adds stature to every office. 
Makes a man feel like an executive, and 
gives him pride that often leads to su- 
perior job performance. 


There are scores of reasons why, includ- 
ing Bentson’s modern styling, finest 
quality construction, and lasting beauty. 
Plus the convenience of an efficient desk 
with smooth, quiet drawer operation 
and built-in comfort. 


No wonder Bentson has such broad ap- 
peal — for the youngest exec or the 
board chairman. Quality furniture is a 
good investment. See your Bentson 
dealer or write for catalog today. 


BENTSON MFG. CO. 
650 Highland Avenue, Aurora, Ill. 


no moving parts 
and require no in- 
ter-floor wiring. 
Any _ electrician 
can handle the 
small amount of 
maintenance re- 
quired. For a copy, 
Circle No. 191. 


MACHINE 
PROCEDURE 
WRITING 


Pro-Forms Co., 
Bex 715, San 
Francisco 1, Calif., 
offers a four-page 
| brochure describ- 
|ing the Pro-Forms 
;method of ma- 
|chine accounting 
|procedure writing. 
It contains a de- 
tailed. explanation 
'of how standard- 
ized Pro- Forms 
procedure kits may 
| be applied to all 
| sizes of EAM and 
| data processing in- 
| Stallations, plus in- 
| formation on sizes 
|of procedure kits 
available. For a 
copy, Circle No. 
| 208. 
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COIN CHANGERS 


for use with office 
vending machines 











Save Time 
Save Money 


Eliminate a perpetual 
management “headache” 


Easy to sell direct 
to management or to 
vending operators 


Available to change 
50¢, 25c, 10¢ or 5¢ 

into any pre-established 
change combination 
needed. 


direct , 
factory 


dealerships 





now available 
on these two 
profitable 


new products 


‘ 
! 
I 
i 
; 
i 
: 
i 
l 
I 
: 
I 
I 
i 
i 
I 


Low cost « portable + electric 


COIN COUNTER 
AND SORTER 





@ Ideal for offices, 
small banks, schools, 
newspapers, institutions, 
and for handling change 
from vending machines 


Precision-built « durable 


Counts and sorts 15,000 
coins per hour 


Fast + easy to operate 


Easy to sell at only 
$199.00 


STANDARD CHANGE-MAKERS, INC. 
422 E. New York St., Indianapolis 2, Indiana 


Gentlemen: 
Please send complete dealer information on: 
Standard Change-Makers 
(J Standard Change Counter & Sorter 


NAME TITLE 
COMPANY 


ADDRESS 






World's largest manufacturer of separate 5¢, 10¢ 
25¢ and.50¢ coin changers. District offices in 18 
cities throughout the United States and Canada 


For More Information Circie No. 225 





+. 
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JREVIR 


Q 
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“here are the apples, you bake the fre” 


“Mad” Avenue’s phraseology for putting the finishing touches to a 
bright new brainstorm. Direct it toward the purchasing of 

paper and the job you've so carefully planned will more than live up to 
expectations. Yes, the end result depends on the paper... 


make sure your selection achieves dramatic and powerful effect. 


“Bake a better pre” with Fraser printing papers... 


*SNOWLAND BOND, MIMEO AND DUPLICATOR, FRA-OPAQUE 


ER PAPER, LIMITED 


OFFICES: NEW YORK, CHICAGO ® MILLS: MADAWASKA, MAINE 
For More Information Circle No. 480 
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BOND PAPER 
Wausau Paper Mills Co., Brokaw, Wis., 


offers a revised sample and specification | 


booklet on Wausau Bond paper. This 


quality line of No. 1 sulphite bond paper | 


is genuine watermarked and made exclu- 
sively with Magnefite processed fibers. 
The booklet illustrates and samples all 
popular weights; wove, laid and ripple 
finishes; white and 11 colors, plus match- 
ing Makeready Saver Wausau Bond en- 
velopes. For a copy, Circle No. 185. 


PHOTOCOPY METHODS 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, Ill., offers “34 Ways to Cut 
Hidden Office Costs,” a 12-page text which 
details how photocopy methods can save 
money and time, eliminate errors and im- 
prove communications. Outlines 34 photo- 
copy techniques that lower costs and ex- 
pedite such work as charts and graphs, 
rush messages, material temporarily avail- 
able and legal documents. Techniques de- 
scribed may be applied to nearly all 
brands of photocopy equipment. For a 
copy, Circle No. 190. 


PRESSURE-SENSITIVE TAPES 


Johns-Manville Dutch Brand Div., 22 
East 40th St., New York 16, N. Y., offers 
“How to Select a Pressure-Sensitive Tape,” 
a two-color, four-page booklet, DB-56A, 
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Planned paperwork doesn’t begin in the 
office where source records are translated 
into more complex documents. Instead, it 
begins where source data are created—on 
the factory floor, at the retail counter, in a 
sales office. It begins by collecting source 
data in such a way that subsequent process- 
ing is made simpler and produces more in- 
formation for management. Only Standard 
Register offers all major methods of captur- 
ing data right at the source. Check into 
these various methods. What may now be 
a neglected area in your paperwork plan- 
ning can become the source of added 
management control. 


Business Forms and Forms Handling 2 
Equipment for Paperwork Simplification 


STANDARD REGISTER 
BUSINESS FORMS 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 
For More Information Circle No. 351 
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with information on types of tapes avail- 
able, how they are constructed and factors 
involved in choosing a particular tape for 
a specific application. A full page is de- 
voted to trouble-shooting problems con- 
cerned with tape failures, there is a glos- 
sary of tape terminology applied to tapes, 
a listing of the complete line of Dutch 
Brand pressure-sensitive tapes, and avail- 
able technical literature devoted to spe- 
cific types of tapes. For a copy, Circle 
No. 188. 


PRINTING PAPER 


Crown Zellerbach Printing Paper Div., 
1 Bush St., San Francisco 19, Calif., 
offers “The Level/Smooth Story,” an eight- 
page, two-color brochure which describes 
its papermaking concept of combining 
conventional roll coating with the level 
action of trailing blade coating on the 
machine in one continuous operation. 


Printability of the paper is said to have 
many advantages for printers. For a copy, 
Circle No. 187. 


HOSPITAL FORMS 


Uarco, Inc., Dept. TA, County Line 
Road, Barrington, IIl., discusses record 
and bookkeeping problems faced by hos- 
pital administrators in two _ brochures. 
“Does Administrative Workload Require 
a Diagnostic Check?” treats general prob- 
lems faced by hospital administrators in 
simplifying and standardizing paperwork 
problems, and demonstrates how a _ hos- 
pital should use a dollar value approach 
to its accounting. “Automated Data Proc- 
essing Solves Hospital’s Patient Billing 
Problems” is a case study of how Wesley 
Memorial Hospital, Chicago, achieved a 
more efficient, yet simplified, system. For 
copies of these brochures, Circle No. 212. 


TRY THIS 
NEW WAY TO 
CORRECT TYPING ERRORS 


Bid goodbye to old-fashioned erasure smudges. With 
new, fast drying SNOPAKE as a desk mate, typists 
can rest easier when they make an occasional mis- 
take. Merely paint on SNOPAKE, let dry for a few sec- 
onds, then type right over the area without removing 
the sheet from the typewriter. Use on letters, in- 
voices, statements, reports, etc. Saves hours of 
time on typing for photographic reproduction — elimi- 
nates costly cutting out or pasting over. Makes a 
perfect job every time. Artists, too, find SNOPAKE 

far superior to any opaquing solution now known. 


Special Prial Ket, $7.00 


Stotioners ond art supply dealers everywhere carry the Introductory Kit consisting of a bottle 
of SNOPAKE and a bottle of thinner, If not available locally, send $1.00 for this handy kit, 


LITHO-ART PRODUCTS, Inc. 3403 N. Jannsen Ave. 


For More Information Circle No. 393 


Chicago 13, Ill. 


264 =O THe Orrice—October, 1961 





That’s how fast “peel apart” is with 
new Photek Diffusion Transfer Papers 


—almost instantaneous! No clock 
watching, no foot tapping. You sepa- 
rate Photek negative and positive sheets 
seconds after exposure and develop- 
ment. Photocopies are ready for routing 
faster than ever. 


Copies are clearer, too. Photek 
Photocopy Papers and Solutions pro- 
duce sharp, deep black images on a 
clear, white background. Every letter, 
every line — everything on the original 


— comes through in crisp, clean, per- 
manently legible style. There’s also a 
good “feeling” about Photek Photo- 
copies. They handle well, stay flat, file 
perfectly. 


Practically every diffusion transfer 
machine produces sharp, clear copies 
with Photek Photocopy Papers and 
Solutions—the clearly superior system 
for improving your photocopy require- 
ments. Write for the name of the Photek 
representative nearest you. Photek, Inc., 
P.O. Box 1553, Providence 1, R.I. 


If It's worth repeating, repeat it with PHOTEK 


PHOTEK, INC., PROVIDENCE 3, RHODE ISLAND 


afextron] COMPANY 


Thermocopy Paper « Photocopy Paper 
Photocopy Equipment and Supplies 


For More Information Circle No. 293 





for protected, 
instantly-available 
OFFSET NEGATIVES, 
PLATES, 


STENCILS ‘ 
STOP WASTING time and money! Every 


time you lose or damage an original, you're 
throwing away a $10.00 average investment. 
With low cost, sturdy MIM-E-O STENCIL 
FILES, you can immediately put your finger 
on a perfect stencil, neg or plate hanging 
free from pressure . . . protected... 
easily filed, easily found. 

There’s a MIM-E-O model for all types 
and sizes, to protect from 150 to 1400 

*‘investments’”’ 

And new SADDLE ENVELOPES hang neg- 
atives, plate plus all work sheets in a single, 
handy, yoo od Ran: unit . .. in any 
MIM-E-O mode! 


SAVE SPACE 
AND TIME with 
EASY-FILE CLIPS and 
EASY-FIND INDEXES 


MIM-E-0 STENCIL FILES CO. 


1051. N. Paulina Street, Chicago 22, III 


500 Distributors . coast to coast, to help 
you solve your stencil of offset filing problem. 


For More Information Circle No. 413 
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All Our Order Forms 


(Continued from page 112) 


on the back of each form. There is a 
code for every possible order. 

Since some of our agents are com- 
paratively small businessmen who find 
it more convenient to hand print the 
order, the form has 1/3” spaces for 
both typing and hand printing. Upon 
completion, agent separates the last 
two copies from the set. This is easy 
with feather edging on the last two 
sheets of carbon. He retains the last 
copy (buff) for his records; gives the 
other copy (blue) to his customer. 
Since customer no longer sends his 
order directly to us, our agent has an 
immediate copy of the sale which also 
serves as his claim for commission. 

The representative mails the remain- 
ing seven-part form to our order serv- 


— Ye 
Separating bills of lading and shipping 
original for distribution to trucker, traffic 
and data processing departments. 
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which typewriter ribbon is super-sharp? 


COTTON RIBBON MYLAR RIBBON 


SILK RIBBON CARBON PAPER 





SEE FOR 
YOURSELF! 








Super Kemlon 


THE KLEAN-WRITE SUPER KEMLON RIBBON 


Even with the naked eye, you can SEE the difference . . . but magnified! Here's 
PROOF POSITIVE that new Super Kemlon is a sharper, cleaner writing ribbon than 
any Mylar, carbon paper, silk, nylon or cotton ribbon! Now—because of a unique 
new chemical treatment, this miracle fabric will absorb more ink and give more 
wear than any other ribbon ever made 


Super Kemlon ribbons are so thin that 36 yards can be wound on an IBM spool— 
24 yards on all others! 


SEND FOR YOUR TRIAL ORDER TODAY! 
Klean Write Super Kemlon Ribbon—with Dual Spool 


36 yds. for IBM typewriters ....... . « + $40.00 per doz 
24 yds. for all other typewriters... .. . . « + $28.50 per doz. 


eS FRANKEL MANUFACTURING CO 
285 Rio Grande Bivd., Denver 23, Colorado 


ot completely satistied, | will return the unused 


P » Doz —for 1BM typewriters 
manufacturing company bene dhe hone 

Established 1906 ® Colors 
P Degree of Inking mediur nec 

285 Rio Grande Boulevard + Denver 23, Colorado BB viake of typewriter 
Name 
In New York, contact: Crystal Copy Corporation « 4 West 16th St. » New York, N.Y 4 Firm Name 
Address 


% City 


For More Information Circle No. 406 
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ice department where it is edited for 
accuracy, and in-stock items checked 
on the production copy (yellow). This 
is separated from the set. It contains 
everything except the price because 
spot carbon separates it from shipping 
original. 
Production department determines 
whether order can be filled from floor 
stock or if a new mold has to be made. 
If handled from stock, form is sent to 
shipping department. Otherwise, mold- 
ing records are established and form is 
then sent to shipping. A summary sheet 
also is prepared for the factory. 
Meanwhile, order service department, 
which retained the rest of the set, 
checks on customer’s credit. If his rat- 


After order leaves, shipment notice is_ ; - : eins hak’ mii 
returned to order service department and ing i sotsatactory, a Siti oe Ser 
mailed to the agent for follow-up. forwarded to shipping department, 





|| 


DAILY DOODIER  epr4 


SO 


bench Doodle Pads , 





ifts and Premiums! 


BEFORE THEIR EYES 
“DAILY DOODLER 


“Daily Doodlers” will keep your 


for Holiday GS 


; ift. C-line 

rfect executive gift. eo 

Oe eae in your customers mind. = UNUSUAL 

23 NOMICAL... USEFUL... POP fans 5 otk 2 yore 

os 21” “Daily Doodler’ features ponee er oe oon a 
17% * k, and plenty © # ‘ 
F the week, to: 
calor, doit Ss your local Office Supply dealer, or write 10 

every $ 


- CHICAGO DESK PAD CO., INC. 





4640 North Oketo ° Chicago 31, Milinois 





For More Information Circle No. 377 
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“More than pays for 


itself” — says my boss 


MACEYMATIC COLLATOR 


HARRIS- “Hand collating was costing us real money in over- 


time. I couldn’t get out our reports, price lists and 

SHY BOLD data sheets fast enough. Now, with our Maceymatic, 

DIVISION cans Comat ap to 1000 sets of two to eight sheets 

(5 x 8” to 9 x 12”) in 30 minutes or less. It staples 

them, too. And it’s not much bigger than a desk. 

Of course we don’t use it all the time. Even so, the 
boss says it more than pays for itself.” 


HARRIS- 
INTERTYPE 
CORPORATION 


lena Harris-Seybold Company, 4510 E. 71st St., Cleveland 5, Ohio 
Py V-2-36- Will the Maceymatic Collator pay for itself in my office? 
; ( Show me. 


ee 4d 


} 
a LNT. NE SR en 
' 
CORPORATION Company___— 
Address 


City and State 
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BUILD A 
BETTER 
BUSINESS 
WITH ROGERSNAP 


Today ... you must offer the buyer of 
business forms a complete and competitive line known 
for QUALITY AND ACCURACY. 
This is vital in his expediting transactions. His 
business grows . . . so does yours. You both 
can rely on ROGERSNAP. 





| BETTER BUSINESS FORMS | 
4924 READING STREET DALLAS, TEXAS CONTINUOUS, SNAPAPART & STOCK 


For More Information Circle No. 320 
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Punched card, prepared from bill of lading 
and shipping original, is used to compute 
charges and write the invoice. 


matched with production copy and held 
until shipment is made. Remaining set 
includes shipping original, three-part 
bill of lading and a pink shipping no- 
tice. 

When the shipment goes out, the 
date, package numbers, weight, routing 
and transportation charges, if any, are 
entered on the forms. Shipping order 
copy of bill of lading is taken by truck- 
man who signs original bill of lading 
(for receipt of shipment) and it is 


SHEET FILE 


Folds Flat 
Against Wall 


e Sturay, lightweight, easy 
to install 
e 10 removable hangers 
e Lock clips hold many 
sheets with fast removal 
Model 30 — $49.50 ' 
Model 42 — $63.80 MAIL ORDER TODAY 


LEWBILL INDUSTRIES, INC. 
P. ©. Box 221, Scottdale, Pa. 











For More Information Circle No. 385 
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OFFICE AIDS SELL 
easier, faster, better! 


NO-OVER-FLO SPONGE CUP. Ends water 
marks on furniture and papers. Built- 
in rubber rim provides stability, pre- 
vents scratching. 


Oe 


Horizontal 
Desk Tray. In letter and 
legal sizes; colors. 


Ideal Sanitary Moisteners. ‘Build Up"’ 


Designed for convenience, 
efficiency. 


g sie ; oF; # ] 
Flexible Steel 


Kleradesk — 
Model D 


Flexible Steel 
Kleradesk — 
Model 6V 


grny So i es 


Soe 22 y —_— tL os 4 
Cata-Rack ‘‘Capillary Action"’ 
for Catalogs Handi-Pen 
and Books Desk Sets 


Write today for full information and prices. 


Sectional 
Organizer 


12-10 Sengbusch Building 
Milwaukee, Wisconsin 
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filed by our traffic department. 
Shipping notice is immediately re- 

turned to order service department 

which mails it to agent who uses it to 


| follow up delivery. The shipping origi- 
| nal and memorandum copy of bill of 


lading are sent to the data processing 
department where cards are punched 


| and processed to compute charges and 
| prepare invoice. Data processing also 


types invoice number on shipping origi- 


| nal. This is returned to the order serv- 
| ice department, which matches it with 
| its file copy and discards the latter. 
| Shipping original, which now contains 


Shown on | 
Model E-15R | 
Harter Chair 


DRESS UP YOUR OFFICE CHAIRS 


In smartly styled, durable, slip-on 
covers that provide seating comfort 
and improve office decor. 


Easy-to-apply Coverteers in a variety 
of quality fabrics recommended by 
leading manufacturers—will fit more 
than 100 models of secretarial and 
executive office chairs. 


Write for literature today. 














Covercraft 
Company, Inc. 
GOSHEN, INDIANA 


For More Information Circle No. 383 








NIPPO WELLON 


| partment. 





Electric Check Writer 
Just turn the a “ 

dial — that's all, a 
and Presto!— { 
theamountisau- — 
tomatically and 

clearly perfor- 

ated. 

YOKOHAMA, JAPAN 

NIPPO MACHINE INDUSTRY CO., LTD. 


~ ee 











For More Information Circle No. 384 


a complete history of the shipment, is 
filed alphabetically by order service de- 
Thus, a single, nine-part 


| form, almost completely filled out at 
| time of sale, controls every step and 
| provides us with a bill of lading and 
shop order. 


Shipping original is matched against a 
copy of the order kept by the order serv- 
ice department. Then only the shipping 
original is retained, since it is complete 
history of the shipment. 
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with this coupon 


REX-ROTARY DISTRIBUTING CORP. . 


| 
| 387 PARK AVENUE SOUTH, NEW YORK 16,N.Y. | 


GENTLEMEN: PLEASE SEND YOUR PRINTING SURVEY QUESTION- | 
NAIRE. UPON COMPLETING QUESTIONNAIRE, | AM ELIGIBLE TO| 
WIN A REX-ROTARY D-490 OR AN ELECTRO-REX. I'D LIKE TO KNOW, 
MORE ABOUT CJ REX-ROTARY 0-490 [1] ELECTRO-REX. 





ADDRESS—_________ 





| 
| 


| 
NAM 6. FIRM | 
| 
| 


); oe ee ee 
L a 
ae & 


The newest automated silk-screen mimeograph that prints like a 
professional press, (and even collates while you print). 


or this Electro-Rex 


Ceeig eae -= 6 ye 
**e Ge 


The electronic stencil scanner that etches halftones, art 
and type onto mimeostencils or offset plates. 


This is all you have to do to win. We are conducting a Market Analysis and 

need data on printing requirements in offices of varying sizes. We will be 

happy to send to you the results of this survey which may be of use to you. A 

drawing will be held on December 21, 1961 to determine who will win the first 

or second prize. Just fill in coupon above to obtain qualifying questionnaire, 
For cooperating we will also print 100 copies of any office form free! 


For More Information Circle No. 461 
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KILL NOISE AT THE SOURCE 


Don’t let automatic office machines 
disturb your personnel. Capture and 
absorb the noise, at the machine, with 
acoustical cabinets scientifically de- 
signed by International Sound Con- 
trol. From coast to coast, International 
acoustical cabinets are being used to 
SHUT IN AND KILL SOUND 
made by automatic typewriting and 
accounting machines, key punch and 
other office machines that must make 
noise to operate. 

Send for illustrated brochure explaining 
how International Sound Control cabinets 
are used with business machines. 


HITT THT 
attr ce “SOUND CONTROL 
WAWWANANS ATT LT 


2120 w. Superior St., Chicago 12, Ill. 


Please send me, without obligation, 
brochure illustrating uses of | S C acousti- 
cal cabinets. For — 


Machine Model No, ........ Mfg. by 


Size: ... 


COMPANY . 
ADDRESS .. 


ZONE .....STATE 
Leas ee eee eeee ee ese eee ee eee 


For More Information Circle No. 435 


274 




















“I, too, have no chance for promotion.” 


How to Keep 


The Men Happy 


W. D. GRIFFITH, 
Assistant Treasurer, 
Lilly Varnish Co., Indianapolis 


EN DOING office clerical work 
are said to be one of the two 
most unhappy, frustrated groups in 
America today. (The other group is 
probably their wives.) The reason for 
this mental attitude is very clear. It’s 
because employers are handling the 
situation all wrong. 
Employers are trying to fit square 
pegs into round holes because they fail 
to recognize the changes that have 
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IDEAS, TECH TIPS, HELPFUL HINTS, LATEST INFORMATION FOR PLATEMAKERS AND PRESSMEN 


SH@P 'TALK 


Printing one Division 3m 





Now, Easy Way to 
Delete Unwanted 
Copy From Plates 


There’s a new 3M Product that actually lets 
you delete any unwanted copy from 3M 
Brand Plates in a jiffy. It’s called 3M Brand 
Deletion Fluid. 

Here’s all you do: apply Deletion Fluid 
with a “Q-Tip” to the copy you want to re- 
move. Let it stand for 30 to 60 seconds. 
Neutralize the area with 3M Brand Plate 
Cleaner or 3M Brand Fountain Solution. 
Rinse and gum the plate. 

You'll find that the deleted portion will not 
print and the plate will run clean for its 
full life. 

What could be easier? Order a bottle of 
3M Brand Deletion Fluid from your 3M 
Lithographic Supply Dealer. 


Copy Machine Negatives 
and 3M Plates—A Good 
Economy Team 


The reproduction department of a major 
electronics manufacturer is now able to pro- 
duce quality printing and still stay within 
its operating budget. 

How? They replaced direct image plates 
received from a steno pool with aluminum 
3M Plates. Paper negatives are quickly made 
from original copy in 12 seconds on a copy- 
ing machine. The paper negative is then 
passed through a diazo machine with a 3M 


Plate. By using 11 x 17 paper negatives and 
10 x 16 plates, opaquing and stripping time 
is saved. 

The 3M Plate is then processed with 3M 
Speed Desensitizer and in a matter of min- 
utes the job is ready to run on their Davidson 
241 duplicator. No plates have to be cleaned 
up, and this new system doesn’t tie up their 
camera department. And they get the best 
possible printing quality at the lowest cost. 


Special Offer on Popular 
Plate Clamp Attachment 


This unique clamp fits under the leading edge 
clamps of the cylinder on your ‘“Multilith” 
duplicator. It holds slotted or pin bar offset 
duplicator plates securely in position, in 
register all during the run. 

To get yours free, just write: Printing 
Products Division, Dept. PBW-101, The 3M 
Company, 900 Bush Ave., St. Paui 6, Minn. 
Be sure to specify if your press is equipped 
with rigid or hinged clamps. Clamp attach- 
ments are also available for the ATF Chief 15. 


An Aluminum Surface 
At a Paper Plate Price 


You may not realize it, but you can get 
aluminum printing quality at paper plate 
prices. Economical 3M Brand Plates are pre- 
sensitized—instantly ready to expose. You 
can desensitize them in one step right on the 
press. They roll up faster than paper ‘and 
plastic plates. 

As for convenience, 3M Plates are easier 
to handle than paper or plastic plates. They 
resist scratches and fingerprints and don’t 
soak up water. Additions and deletions are 
simple to make. They won’t stretch out of 
register. Try 3M Plates now! 


For More Information Circle No. 228 
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—-——=— CARBON-SETS ——— 


To Make Carbon Copies 
Quick, Clean, Easy Way 


Ready-made second sheet and carbon 
in one pasted set (letterhead size) 
Make up to 8 carbon copies at one typing. 


2. Place original sheet 


bon sets from box. over carbon set. 


3. Type 4. Snap carbons loose 
letter. from second sheets. 


Available Black Carbons with choice of second-sheet 
colors: White, Yellow, Green, Blue, Pink, Goldenrod, 
Buff. Packed 1000 of a color to a box. Shipping 
weight—1!4 ibs. per box. 
Price—$6.50 per Box (1000 Sets) PLUS Postage 
ORDER A BOX TODAY! 
You'll NEVER do without them again! 


©. PINSON BUSINESS FORMS 

P.O. Box 137, Forest Hills 75, N.Y. 
STANDARD AND CUSTOM-MADE 

CARBON-INTERLEAVED SNAP SETS 

(2 TO 14 PARTS) 
QUOTATIONS ON REQUEST 

Write for FREE Catalog, Samples 

and Money-saving Price Lists TODAY. 
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RITE-LINE coprnoiper 


e SAVES EYESTRAIN 
@ PROMOTES ACCURACY 
e@ INCREASES PRODUCTION «FITS IN DESK DRAWER 
e LINE MAGNIFIER EXTRA 
Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 





e TAKES COPY UP TO 20° 
¢ HOLDS NOTEBOOK 








taken place in men during the past 20 
years. They are still developing jobs, 
then hiring men to fill them. They 
should do it the other way — hire the 
man and then fit the job to him. It 
is far more important to develop a man 
than to develop a job. 

The clerk today is frustrated because 
it seems his employer is fighting him 
at every turn. The clerk is given a job 
to do in which he has absolutely no 
interest. After doing it for awhile, 
he realizes a 14-year-old probably could 


| do it if the employer would hire 14- 
| year-olds. The employee develops a 


frustrated feeling because he is trapped, 
sees no way out of his predicament, 
and the employer just seems to sit back 
and sneer instead of giving a helping 
hand. 


“This is a fine time to come waltzing 
back from lunch with my secretary.”’ 
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To make matters worse, the employee 
reads about the need for executives. 
Instead of helping him reach that level, 
the employer seems to be doing every- 
thing he can to hold him down. That 
is the mental attitude the employer 
must change. To do it, he must change 
his own line of thinking. 

Take a good look at the employee 
and his background. From the day he 


was born, he has used the art of work 
simplification. At a tender age he 
found all he had to do was yell to 
get what was needed for his comfort. 
As soon as he was able to put two 
and two together, he realized yell and 
get were synonymous with cause and 
effect. He has used this information 
to simplify his way of life ever since. 
He could use this vast knowledge to 





gives girls a chance to primp! 





They raight as well! Nothing gets 
done, in most offices, until the mail is 
opened and distributed. If you’d like to 
get work started earlier in your office, 
get a MailOpener. 

e@ Why? Because a MailOpener opens 
the mail far faster, more efficiently than 
anybody can do by hand. It snips a slight 
hairline edge off any envelope, easily, 
neatly, quickly, leaves the contents 
intact. Opens envelopes of any size, any 
weight, any stock. Big time saver. 

e Three models, electric and hand 
operated, for a lot of mail or a little. 

e Ask the nearest Pitney-Bowes office 
for a free demonstration. Or send for 
free illustrated booklet. 


FREE: Send for handy desk or wall chart of latest postal 
rates, with parcel post map and zone finder. 


Pitney-Bowes 
MAILOPENERS 


Pitney-BoweEs, Inc. 
3465 Walnut Street, Stamford Conn. 


Originator of the postage meter... 
149 offices in U.S. and Canada, 


For More Information Circle No. 352 
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Dlsveolnetielan tials 
Aluminum COAT and HAT RACKS 


Srvtep to harmonize with fine appointments, 
these smart wardrobe units are quality built of 
closed-end aluminum tubes rigidly held in cast 
aluminum brackets. Permanently beautiful in 
“clear” or gold’ anodized finishes. Mount at any 
height, on any wall—singly, end-to-end or in tiers, 
to give any desired capacity. Brackets adjustable 
to exact centers. Come in lerigths 

by the even foot up to and 

including 8 feet. 


SHELF No. 21 
has full length Hanger Rail 
extending 1156” from wall. 


SHELF No. 31 

has staggered, die cast, 
anchor-style coat hooks in- 
stead of Coat hanger rail. 


SHELF No. 11 
general utility shelf or for 
extra hat shelf above types 


NEW SHELF No. 51 

Compact space saving design with four Y-18 
hangers which mount in special Y receptacles 
parallel to wail 


Write for Bulletin DL-\0_ 


VOGEL-PETERSON CO. 


Rt. 83 and Madison St. ¢ Elmhurst, Illinois 


For More Information Circle No. 353 
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good advantage in the office, but is 
baffled at every turn and a frustrated 
feeling slowly creeps over him. 

When he was in school, and not do- 
ing so well in reading and writing, he 
heard his mother tell the teacher, “He 
doesn’t have to be proficient in such 
matters—when he gets older he will 
have a secretary.” But the employer 
hasn’t supplied that secretary. 

As a teenager in high school, he 
found he could get just as good a di- 
ploma by taking interesting courses like 
baton twirling, marriage counseling, 
auto driving, chorus and advertising 
arts, as he could by taking difficult 
subjects such as math, English or 
science. So he took the easier road to 
gain his end. The employer makes no 
effort to use this knowledge of work 
simplification on which the employee’s 
entire life has been built. 

The employee knows his methods are 
best because they have always worked. 
He has found they take the least effort. 
But, in every case, the employer seems 
to take the long way ‘round. So the 
employee believes his employer is do- 
ing everything he can to tear him down 
instead of build him up. 





GELATIN ROLLS ANYONE? 


We are the largest distributor of Gela- 
tin Rolls in the country. We furnish 
any size Gelatin Roll to fit all types 
of duplicating machines. 


We recently have taken over the Gela- 
tin Roll accounts of Columbia Ribbon 
and Carbon Mfg. Co., Inc., of Glen 
Cove, N. Y. 


Ask for catalogues and discounts. 


BECK DUPLICATOR CO., INC. 
150 West 26th Street, New York 1, N. Y. 
For More Information Circle No. 354 
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If the employer will look at the em- 
ployee from this new angle, he will 
realize what a prize he has. Here is 
a fellow who is skilled in the art of 
getting others to do for him. He has 
become an expert at coaching football 
teams, raising the neighbor’s children, 
advising the President, and judging 
beautiful women. 

He has passed two mental peaks: 
(1) age four when he knew all the 
questions; and (2) age 20 when he 
knew all the answers. Now he is frus- 
trated because his efforts to reach that 
third peak —the executive level—are 
thwarted at every turn, and the em- 
ployer is the villain. What can the em- 
ployer do? 

First, start building back the em- 
ployee’s ego by eliminating the word 
clerk—order clerk, cost clerk, credit 


os 
Her 60 Year, 


Oe 
~ 


es ( al 
Cd Omprese™ 


clerk, and all the rest. Give the fellow 
a title such as coordinator, programer, 
processor, formulator, or chief of some- 
thing. Put a nameplate on his desk to 
tell the world his status. 

Next, make him look important by 
putting three trays on his desk. They 
can be labelled “In,” “Out” and “Tem- 
porarily Stalled.” Then give him an as- 
sistant (female, of course) to handle 
the items that reach his third basket 
so its contents will be held to a 
minimum. 

When he reaches the office in the 
morning, send him on a_ breakfast 
break. Some surveys showed that three 
out of four accidents involve people 
who had no breakfast, and you mustn’t 
take chances. Furthermore, irritability 
of those who skip breakfast is a fre- 
quent source of contention and error 


Get more impressions 
per ribbon with 


FOR ALL DATA PROCESSING EQUIPMENT 
including High Speed Printers 


In Kee Lox Ribbons, it’s the INK that makes 
the difference . . . a difference that means 
more impressions per ribbon—and more 
impressions per dollar. 

Impressions made by Kee Lox ribbons are 
strong in color, yet sharp and clear. They 
make excellent reproductions on the various 
kinds of office copying equipment—and are 
ideal also for offset duplicating. See for your- 
self—make your next ribbon a Kee Lox. 


KEE LOX MANUFACTURING CO. 
ROCHESTER 1, NEW YORK 
Carbon Papers and Inked Ribbons 


Sold through KEE-LOX branches and 
selected independent stationers 
Dept. 0-101 


For More Information Circle No. 355 


THe Orrice—October, 1961 





in many offices. A breakfast break is 
very necessary, for it is likely his wife 
didn’t have time to fix one before he 
drove her to work on his way to the 
Office. 

If he doesn’t have a car, buy him 
one. Since 70% of the pedestrians 
killed are men, and nine out of ten 
of the pedestrians killed don’t drive 
cars, you have to protect your invest- 
ment if you are building him up. 

Even if he has a car you should buy 
him one anyway. Then his wife can 
use one to drive to work. He won't 
have to take her, so he should get to 
the office earlier each day. You then 
have more chance for increased pro- 
duction. 

After this part of the program is 
under way, you will see a noticeable 
change in the man. The idea is de- 


veloping that possibly the employer is 
on his side after all. Sure, the feeling 
of frustration is still there, but much 
of it has been covered by new thoughts 
of what the future might bring under 
this change in employer attitude. 
Now is the time for the employer 
to go into high gear. If you can’t make 
him an executive yet, make a game of 
it and let him play he is an exec. 
First, buy him a membership in a 
country club. His health is important, 
and until now his only exercise has 
come from jumping to conclusions, 
stretching the truth, bending over back- 
wards, elbow bending, and he would 
like to take a stab at throwing his 
weight around. One authority has said 
an executive should not spend more 
than half his time at his desk. If the 


employee is to get away, like an ex- 





NOW! Record us: 


COMPUTER 
NESS MACHINE 


Usage 


AUTOMATICALLY 


WITH THE NEW SERIES 


“RJ TIME RECORDER 


OBTAIN actual processing time of EAM and EDP systems 
ELIMINATE overcharges due to inaccurate records 
IMPROVE accuracy in system cost accounting 


RJ and TJ Recorders and Totalizers fit all business machines 


and computers. 


They connect directly into machine — readily installed. 


Low one-time cost. 


More information is available on request 


EXCLUSIVELY BY STANDARD INSTRUMENT CORP. 


Standard 


INSTRUMENT CORPORATION 
657 BROADWAY, NEW YORK 12, N.Y. 


For More Information Circle No. 356 
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ecutive, he has to have somewhere 
to go. 

Next, see to it that he joins at least 
one or two business organizations. By 


attending meetings, particularly the so- 


cial hour preceding them, and listen- | 
ing to the gripes of others, he may | 
decide his lot isn’t so far out of line | 
after all. But that isn’t the main point. | 
This step gives him the opportunity | 


for a petty expense account, so neces- 
sary for building his ego. 

Your next step in playing executive 
with him is to send a case of booze 
to his home, and see that he always 
has a supply on hand. You know he 


can’t afford this necessity on what he | 


is being paid, so it must be considered 





as part of the investment in his future. | 
This is necessary for his pre-dinner | 


cocktail. When 6000 executives were 


1 


queried, two-thirds said they regularly | 


enjoyed the relaxing effects of a pre- 
dinner cocktail, although 84% of them 
said they held to a two-drink limit. This 
ritual is a boon to the life of a nor- 


| 3% Ideal for 


mal, healthy adult. It helps release him | 
from the cares of the day and prepares | 
him for a comfortable evening. But | 


explain to him how all this fits into 


the picture, and insist on the two-drink | 


limit. He hasn’t reached the higher 
level yet—he is only being groomed. 

Now that he has begun developing 
along executive lines, choose the area 
of activity for which he is best suited 


—the work at which he will be most | 


happy. As Ed Traut of Milwaukee 
has put it, “Work in itself is not a con- 
crete thing, it is purely a mental atti- 
tude. Regardless of what you are do- 
ing, if you do it with a feeling of com- 
pulsion, it is work. If you have no 
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You Get Things Done With 
Boardmaster Visual Control 


Ph 





yy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

yy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate — Type or Write on 
Cards, Snap in Grooves 

Production, Traffic, 
Scheduling, Sales, Etc. 

sy Made of Metal, Compact and Attrac- 
tive. Over 500,000 in Use 


Full price $4950 with cards 


SPREE 24-PAGE BOOKLET NO. F-200 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
For More Information Circle No. 357 


3 PHON PROBLEMS — 


SOLVED | 
1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 


HUSH-A-PHONE 
72 Madison Ave, 
New York 16 


For More Information Circle No. 358 
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Dear Jim: 


Do it the “BUSINESS-LIKE” way 

with @ ee. 

GOES HOLIDAY LETTERHEAD. 

Every year ... for many years 

our company has used 

GOES HOLIDAY LETTERHEADS 

at the end-of-the-year for ... 

four reasons. 

1... A letter ... ona 

GOES HOLIDAY LETTERHEAD 

is the FRIENDLIEST way we know 

to wish all our friends the 

very best. 

2..¢ A letter ... ona 

GOES HOLIDAY LETTERHEAD 

is just about the LEAST 

EXPENSIVE ... yet MOST EFFECTIVE 

way we've found to do this im- 

portant goodwill building job. 

3... A letter ... ona 

GOES HOLIDAY LETTERHEAD 

is truly a thing of BEAUTY. 

4 or 5 colors. Usually 

with the added eye-appeal of : 

gold. We always get harmonizing 

envelopes to go with our 
lection made from 

58 DELIGHTFUL HOLIDAY DESIGNS. 

4... Our printer ... and, I am 

sure, your printer has samples 


f the new 
1961 GOES HOLIDAY LETTERHEAD LINE. 


He will be glad to show them 


to you. , 

Call him today. Rul 
~~ 

P.S. Attention Printer: — 

If you have not already receive 

your 1961 GOES HOLIDAY LETTERHEAD 


samples. They're FREE. Send 
request on your letterhead. 


LITHOGRAPHING CO 





Cordially, 





| feeling of compulsion, it isn’t work.” 
| Suppose this employee's area is fore- 
casting. You now subscribe to a num- 
ber of services. He brings the data to- 
gether, develops charts and graphs to 
indicate what the next month, or quar- 
ter, or year should hold. This is tire- 
some, even with an assistant to do all 
the work except sign the final draft. 
Because of his desire to simplify 
work, and at the same time make it 
interesting, he remembers an article he 
read a year or so ago. It indicated how 
business trends can be spotted just by 
watching women’s fashions. Certain 
areas tend to become more prominent 


before good times, and less so before 
bad times. 








42 WEST 61st STREET, CHICAGO 21, iLL. 


For More Information Circle No. 378 
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After explaining to Bessie the im- 


| portance of such a chart, he finds she 
| is willing to cooperate, so the project 


| “But if I get the raise I may be able 
to afford to live as ’'m living.” 
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is started. Her measurements are taken 
and the chart extended each week. 
Within a few weeks it is very probable 
interest has reached such a pitch that 
charts are being plotted throughout the 
office. Then periodic conferences are 
held to compare charts and determine 
what they imply—their impact on the 
future. Conferences are important to 
executive status. 

Within a few months management 
may find it can cancel most of its sub- 
scriptions, and rely 100% on its inter- 
nal forecasting. The man is happy in 
his work and the company is saving 
money. A fine result of letting the em- 
ployee fit a job to himself rather than 
management attempting to fit him to 
a job. 

bmneeetiie he has a seanerrnar’ this” 


oe 





MAGNETIC 





MAGNETS MOVE FASTEST—& EASIEST—OF ALL! | 


rom | Simplest Control for PRICES & 
Priced From Sales © Production © BROCHURE 


Charts e Personnel 

| § Maintenance e Scheduling OF-10 
| Machine Loading 
Visual sh aaancat 


| Pee | gouonrut MAGNETS FREE 


RGANIZE FOR ACTI 
MAGNETIC . SHOW” FACTS - 
| ‘ELEMENTS | INST 
1 THE Oe DONE ON REQUEST 
Methods Research Corp. 
105C Willow Avenue, Staten Island 5, N. Y. 
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Torpedo 18 


Preferred by all because of 

its reliability, attractive design and 
unexcelled number of operating 
features 


DYNACORD 


the new office typewriter with basic 
new features'and modern styling 
and finish in perfect harmony 


Dealer Distributorships open 


Torpedo Biromaschinen Werke AG 
Frankfurt/M.-Roedelheim 


Founded 1896 Western Germany 
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rising employee cannot go to the coun- 
try club every day, especially in the 
winter and bad weather. Still he needs 
a certain amount of exercise to keep 
him fit on the job. To take care of 
this situation, get him an electric mas- 
sage chair. The employer should sup- 
ply one of these for each man. A sofa 
in his office would also be helpful for 
use while reading or dictating. An em- 


ployer might not want one of these for 
each man, but all of them would not 
be reading or dictating at the same 
time, so possibly one for every six men 
would be sufficient. 

As this program unfolds you will 
find each man is becoming more and 
more a company man. His outlook ex- 
pands. Instead of going to his superior 
with each little problem affecting his 
welfare, he stud- 





The Business Game goes smoothly 
nalled by 


when moves are si 


Nu-Vise 
PROJECTING 
SIGNAL 


for “Vertico 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


ies each situation 
and gets the an- 
swer for himself. 


For example, 
one fellow  sud- 
denly developed 
aches and pains, 
and neither he 
nor his wife could 
account for his 
trouble. Never 
once did he men- 
tion it at the of- 
fice. He checked 
and thought as 
he stayed on the 
job. 





One evening he 
arrived home and 
happily told his 
wife, “I’ve found 
the solution. 
Along with this 
program we’re 
going through at 
the office they 
got in some ultra 
modern furniture 
two weeks ago. 
Today I found 
out I’ve actually 
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been sitting in the wastebasket.” This 
shows how an employee’s thought proc- 
esses can be stimulated when his own 
well-being is involved. 

Only time and careful study will de- 
termine all of the advantages of such 
a program and its impact on our econ- 
omy, but immediate benefits are readily 
apparent. No longer will men doing 
clerical work be considered frustrated. 
They will be happy and contented. No 
employer following this program will 
have to worry about where to find fu- 
ture executives. He will have potentials 


flowing out of his ears. Unemployment | 


will be lessened, for each man will 
have at least one assistant not on a pay- 
roll at the moment. 


Best of all, the cost will be very | 
moderate, for 52% will be money now | 
going out in taxes. The company’s cost | 
will be only 48c on the dollar. When | 
you can get $1’s worth of something | 
for 48c it’s a bargain anyone should | 
grab. Furthermore, the government will 


lose little or nothing for the additional 
employees will pay a tax on their 
wages. More employed, bigger pay- 


rolls, more spending, more taxes col- | 


lected, and everybody happy! Who will 
be the first to start the ball rolling? 


Annual Systems Meeting 


(Continued from page 100) 


Year, and will be presented this award 
at the meeting. 


PANORAMA PROGRAMS 


Functions of the Systems Department: J. W. 
Hazlett, Shell Oil Co., New York. 

Organization & Responsibility of Systems De- 
partment: Rudolph Jenks, California Bank, 
Los Angeles. 

Total Systems Concept: Roger W. Christian, 
Factory Magazine, New York. 

Systems Tools & Techniques: Carl W. 
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‘OFFICE FASHIONED” 
for streamlined beauty 
and versatile duty — 


/*\ NO. 210 DE LUXE 
= =) STANDARD STAPLER 


ADJUSTABLE Built for permanence and trou- 
ANVIL FOR ble-free performance, the de 
3-WAY luxe Arrow 210 is the most 
STAPLING beautiful and useful desk sta- 
pler ever designed for the 

Cc———>_ modern office! Choice of tele- 
Permanent phone decor colors beige, green 
and grey — or all chrome. Re- 
Tempeorery movable plastic name plate on 
stapler head is ideal for im- 
coor ™ printing firm or individual's 
Pin Stitch name. Write for full information 
on your own letterhead today! 
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An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 
Insist On a 
FUTURISTIC 
GALAXIE 
Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 








Contact your Local Typewriter Dealer 
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Schoepfie Booz, Allen, Methods Services, 
Cleveland. 

ATLAS | Records Management: Thomas Forello, Cleve- 
land Graphite Bronze Div., Clevite Corp., 


VERTICAL FILING SYSTEMS| |, Ctevetana. 
| Report & ag Writing: St tai 
University of Minnesota, Minneapolis. 
PROTECT © EFFICIENTLY FILE | | How Computers Change the Systems Design: 
ASSURE LONGER LIFE FOR || M. W. Anderson, Crucible Steel Co. of 
x America, Pittsburgh. 
© Offset Plates © Negatives Economic Justifications: Michael E. Tobin, 
© Stencils © Artwork Arthur Young & Co., Chicago. 


Selling Your System: Frank Goelz, Radio 
Corp. of America, Camden. 


CONFERENCE PROGRAMS 


Budgetary Preparation: William F. Mc- 
a, — —— Budget, Washing- 
ton, D. C., Oct. 9, 2 p. m. 

Large and Small Budgetary Control: Aaron Rosenthal, Na- 

Cabinets for all tional Aeronautics & Space Administra- 

sizes and types tion, Washington, D. C., Oct. 9, 2 p. m. 

of plates, neg- The Systems Planning Stafi—A Management 

ti Pe il Tool: J. P. Smith Jr., Scott Paper Co., 

ey ene Philadelphia, Oct. 10, 9 a. m. 

etc. Models to Changing Role of Systems to Create Manage- 

file 50 to 1400 ment Information: James D. Gallagher, 

items. McKinsey & Co., New York, Oct. 10, 9 

a, m. 

Management Implication of a Total Informa- 
tion System: Neal J. Dean, Booz, Allen 

& Hamilton, Chicago, Oct. 10, 2 p. m. 
| Management Expectation Through IDP: 
Ralph Besse, Cleveland Electric [lluminat- 

ing Co., Oct. 10, 2 p. m. 

Atlas Nega-Plate Hangers give extra ae gg oe eee eet oy. 
: : eo rian M. McDonnough, F. W. Taylor 
arenes to negatives, plates, art Management Laboratory, Wharton School 
work in permanently attached envel- | | of Finance & Commerce, University of 

ope-hanger units. Available for filing | | Pennsylvania, Philadelphia, Oct. 11, 9 


in any Atlas cabinet, old or new. 





a. m. 
| Research in Business Systems: Joseph E. 
Carrico, Arthur Anderson & Co., Cleve- 


Over twenty other land, Oct. 11, 9 a. m. 


. ~ atepadrsteedte SEMINAR PROGRAMS 
h ij. | | Systems Personnel Administration: H. L. 
ag gen Whitcomb, Budget Div., Dept. of Finance, 
vernal — vor State of Ohio, Columbus. 

Atlas Reference | | Systems Project Administration: Dr. Gibbs 
= Chart listing cor- | | ay a oo General Precision 
é : | o., Little Falls, N. J. 

— cabinet and Gaining Management Acceptance: Thomas 
anger for your | | H. Browning, Owens-Illinois, Toledo. 
requirements. | Total Systems Concept: Dr. H. N. Laden, 

a & Ohio Railway Co., Cleve- 

and. 
Management Audit: Dan Crone, Canadian 

Broadcasting Corp., Ottawa. 

Role of Systems Man in Management Plan- 
ning: Allan Y. Davis, General Staff, Inc., 
P tholopical Probloa in S Work: D 
'syc ems ystems Work: Dr. 
ATLAS STENCIL FILES CORP. Edwin F. Raub, Edward N. Hay & Asso- 
16716 Westfield Avenue, Cleveland 10, Ohio ciates, Philadelphia. 


Work Measurement: T. J. Filipski, Cleveland 
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eliminates carbon paper 
eliminates chemical paper 


makes inked copies 


Dupli-Typer Ribbon At- 
tachments for typewrit- 
ers increase production, 
reduce costs on continu- 
ous form work, 





Dupli-Typer Bookkeeping 
Machine Attachments 
eliminate carbon jackets, 
provide visibility of en 
tire journal sheet. 





FASTER * CHEAPER ¢ CLEANER ¢ BETTER 


Dupli-Typer Corporation 
456 Park Avenue South, New York 16, N. Y. 
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ONE of the Best 
Equipped 

Sales Organizations in the 
Systems Equipment Industry 





with sales and service in all 


WEST GERMANY 


SEEKS the exclusive agency of an 
interesting and promising office 
machine. 


BOX 619 
OFFICE PUBLICATIONS, INC. 


232 Madison Ave., New York 16, N. Y. 








Sparkling Reproduction 
% from your 
Multilith 


x with a " 


- Sparkle-Lith 


Jumbo Oscillating Shell > 


Get sparkling halftones; brilliant 
solids. Sparkle-Lith won't strip nor 
glaze! Perfectly transparent; makes 
cleanup easy even from dark to light 
colors. Tremendous recovery power. 
Previously available only on T-51 
Color Press. Now designed for 1250 
Multilith, only $26.50; or 1250W, 
$30.00. 5 minutes to install. Write 
for free folder. TOWNSEND INDUS- 
TRIES, INC., Dept. F, Altoona, lowa. 
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ITS NEW! SCHWAB'S 
VISIBLE RECORD SAFE 


FIRE and 
BURGLAR 
Protection 

for Inventory 
Records and 

Many other <== = 
Valuable 

Records 


Single Cabinet 
Safe also available 


For complete information and prices, 
also other certified fireproof insulated 
office equipment, write or contact 


SCHWAB SAFE CO. Inc. 


Lafayette, Indiana 
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FOR EVERY 
ADMINISTRATIVE EXECUTIVE! 


The Most Helpful 
New Systems Book In Years! 


THE PLAYSCRIPT PROCEDURE 


A NEW TOOL OF ADMINISTRATION 


by Leslie Matthies* 


Playscript is an effective new technique 
on how to write better procedures, 

Very likely you understand the proce- 
dures you write—but does your staff, your 
subordinates, the people you wish to in- 
struct? Chances are no, according to 
nearly all systems research which indi- 
cates procedure writing as the most stub- 


Playscript gets results. 


—~ 


born and difficult problem of all adminis- 
trative tasks. 

A procedure should be simply a document 
that tells people how to proceed to do their 
work, The great majority miss the mark. 
They are dull, verbose, rarely updated. 
Consequently they are not used and fail in 
the basic object of a procedures manual— 
Constructive Action. 


Ooo 


Just a few of its advantages: clear @ easy to write @ readable @ shows up 


empire building @ enormous time-saver @ spotlights duplication of effort 


encourages enthusiasm and participation of colleagues 


With today’s volume of paperwork, systems ex- 
ecutives will find THE PLAYSCRIPT PROCEDURE 
compulsory reading. Follow it and you cannot miss 
increasing the administrative efficiency of your 


wen: 
' 183 pages 


organization. Improves communications at all levels. 
in the few months since publication, this book has 
proven valuable for classroom use in management 
courses. Discounts in quantities of 12, 50, and 100. 


TODAY! 4° ‘< 


$5.95 


* One of the nation’s foremost authorities on systems and procedures. Currently Director of Foundation for Administrative 


Research and editor of newsletter 
of systems men. 


“Systemation”. 


Winner of Systems Man of the Year award 1958. 


Widely regarded as dean 


OS OS SED ENS ATEN SE EE ES SES EN ey 


Please send me......... 
(1 l enclose remittance. [(] Send invoice. 


OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 
. copies of THE PLAYSCRIPT PROCEDURE ot $5.95 a copy, postpaid. 


(no on-approvals) 
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Electrical Illuminating Co., Cleveland. 
Techniques: J. Jack Ingram, Bureau 
of the Census, Washington, D. C. 
Work Sim Simplification: John E. Gerding, Peat, 
Marwick, Mitchell & Co., Cleveland. 
Simplification Through Forms Design: Ralph 
R. Tekulve, Standard Register Co., Day- 
ton. 

Forms Control as a Part of Total Administra- 
tive Expense Control: Frank M. Knox and 
I. D. Hasselo, Frank M. Knox Co., Cleve- 


land. 

Effective Writing: Albert M. Joseph, Industrial 
Writing Institute, Cleveland. 

Selling Techniques: C. L. Bateman, Founda- 
tion for Administrative Research, Tulsa. 

Optical Scanning: R. C. Head, General Elec- 
tric Co., San Francisco and J. Hugh 
iy Radio Corp. of America, Camden, 

Operations Research: Dr. John C. Chambers, 
Ernst & Ernst, Cleveland. 

Inventory Control: Nyles V. Reinfeld, Na- 
tional Institute of Management, Cleveland. 

Computer Common Language Concepts: 
Mary Hawes, Radio Corp. of America, 
Camden, N. J., and Harold Weiss, Gen- 
eral Electric Co., Phoenix, Ariz. 

Evaluation & Control of Punched Card Ap- 
plications: John L. Marley, John L. Mar- 
ley & Co., Chicago. 

Feasibility Studies & Presentations to Man- 


agement: Michael A. C. Hume, Hume As- 
sociates, New York. 

Trends in Computer Applications: M. E. 
Haskins at Radio Corp. of America, 
Camden, N. J. 

Management Policy in EDP. 

Place of the Commercial Data Center: Jack 
L. Stones, Case Institute of Technology, 
Cleveland and David E. Tucker, George 
L. Wright & Co., Cleveland. 

Data Collection & Communications: Dan C. 
Gillespie, Columbia Gas System Service 
Corp., Columbus. 

Computer Comparison & Evaluation. 

Management Games 

Educator’s Seminar: William N. Spray, U. S. 
Steel Co., assisted by Richard Neumaier; 
William H. Enters, SKF Industries; Ray- 
mond E. Harbaugh, Philadelphia Electric 
Co.; John K. Moore, Smith, Kline & 
French, Inc., and Dr. Adrian M. Mc- 
Donough, Wharton School. 


CIRCLES OF KNOWLEDGE 


Leslie Matthies, Foundation for Administra- 
tive Research, Tulsa, assisted by Charles 
C. Chase, R. B. Crean, Allan Y. Davis, 
Keith DeLashmutt, Joseph A. MacQueen, 
Stephen R. Magaw, David D. Merriman, 
A. L. Mettler, J. G. Nagro, Dr. Irene 
Place, Charles B. Shafer, William N. 
Spray, Carlton D. Sweet, James Thomson. 








without touching inky plates. 
clean. The Quik-Stripper, Jr. 
small, 
holding stub-section plates. 

Don't make plate stripping a chore. 


Quik- Stripper, Jr. Sold on 5-day approval. 
with details. Write Addressing Machine 
Mission St., San Francisco 5, Calif. 








or More Information 








Order from your dealer, printer or stationer. Ask for FREE 
Transkrit Specimen Portfolio — chock-full of ideas, 
samples, including magnetic ink encoded checks. 


[RANSERIT (peo 


NATIONWIDE SERVICE THROUGH DEALERS EXCLUSIVELY 


704 Broadway, New York 3, N. Y. + GR 7-6700 
633 Plymouth Ct., Chicago 5, til. « HA 7.0247 


SEE US AT NBFA CONVENTION 
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The Quik Stripper, Jr. 


REMOVES PLATES AND CARDS FROM 
ADDRESSOGRAPH FRAMES 


Strip plates and cards from frames quickly with this handy tool 
Saves finger nails and keeps hands 

works with any 
medium or large—old style or new style—even frames 


kind of frame; 


Keep your work up to 
date, from day to day, by equipping each operator with a 

Send for circular 
Co. of Calif., 667 
YUkon 2-2130. 


ircie ° 


INK CANS ARE OLD FASHION 


MODERN PRINTERS USE 


van SON INK GUNS 
eC cs a 
AND 
CARTRIDGES 
pte nie ‘cea ete parm en he 
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Government Purchasers Meet 


The National Institute of Govern- 
mental Purchasing will hold its 16th annual 
conference and products exhibit at the 
Hotel Commodore, New York, Oct. 8-11. 
A solid professional program and an out- 
standing products display constitute the 
core of the meeting. Highlights include 
visits to industrial plants and other instal- 
lations at the close of the conference. An 
NIGP Better Purchasing Award of $500 
will be presented to the winner of the 
essay contest on “How To Buy Capital 
Equipment.” Action will be taken on a 
proposed plan for professional growth and 
development of members. 


NASS Annual Convention 


The National Assn. of Suggestion Sys- 
tems reported that $15,690,119 was paid 
to employees of 237 reporting companies 
in 1960 for nearly a half-million adopted 
suggestions. Largest single payment came 
from Boeing Airplane Co., $9985. NAAS 
president, H. V. Bostock, said that in 
1955 the average award was $30.22; in 
1960 it was $33.48. Approximately 800 
delegates will attend the 19th annual con- 
vention of NASS at the Netherlands Hil- 
ton Hotel, Cincinnati, Oct. 29-31. 


Heads Federal Accountants 


James A. Robbins, Washington, D. C., 
deputy chief, U.S. Army Audit Agency, 
was elected president, Federal Govern- 
ment Accountants Assn., an organization 
of -4100 financial management executives 
in military and civilian agencies. Other 
officers are: Robert J. S. LaPorte, New 
Orleans, first vice president; Russell B. 


290 


Kelley, Boston, second vice 
Charles A. Phillips, Washington, 
vice president. 


president; 
third 


ARF Computer Symposium 


Armour Research Foundation will hold 
its 8th Computer Applications Symposium 
Oct. 25-26 at the Morrison Hotel, Chicago. 
Business and management applications will 
be stressed the first day, scientific and 
engineering applications on the second 
day. The two session chairmen will be 
Charles A. Phillips, Office of the Assist- 
ant Secretary of Defense, Washington, 
D.C., and Dr. Robert P. Rich, Johns 
Hopkins University, Silver Spring, Md. 


Computer Test for Programers 


Wolf Research & Development Corp., 
Boston, specializing in consulting services 
on digital computers, announced PAT 
(Programer Aptitude Tester) which re- 
cords real-time answers given by a person 
taking a multiple choice test of 100 or 
less questions. The job-seeker sits in front 
of a typewriter which feeds information 
directly to the computer. He reads ques- 
tions from cards and decides which of 
five listed answers is correct. His answer 
is recorded when he types it on the input 
typewriter, then computer types out the 
number of the next question. The com- : 
puter records right and wrong answers 
and times the person taking the test. When 
test is completed, computer immediately 
furnishes a raw score (correct answers 
minus one-fourth of wrong ones), a time- 
adjusted score, the mean time (average) 
per question, number of seconds required 
for each answer, and mark for each an- 
swer. Information is recorded on a tape 


THe Orrice—October, 196] 





xerography in offset duplicating 


... makes paper and metal masters and other types 
of reproducibles . . . at lowest cost! 


The tremendous versatility of xerographic master-making 
equipment simplifies the preparation of all reproducibles 

paper and metal masters, visual-aid transparencies, and 
diazo intermediates. Hundreds of firms find it profitable. 

Xerographic supplies cost only a few pennies per mas- 
ter. No special offset paper masters required; use any 
master material in stock. An operator’s time is shorter: he 
gets a good master every time because there are no critical 
exposure adjustments hence no waste. 

No capital investment necessary for xerographic equip- 
ment. Available at modest monthly rental, or, with low 
volume, on our unique Pay-as-You-Copy rental plan. 


Write XEROX CORPORATION, (for- 
merly Haloid Xerox Inc.),.61-225X 
Haloid St., Rochester 3, N. Y. 
Branch offices in principal U. S. 
and Canadian cities. Overseas: 
Rank-Xerox Ltd., London. 


XEROX 


CORPORATION 
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A perfect /etter 
every time 


because you can 


flick. awa y 
‘typing errors 

with an 

ordinary 


penci/ eraser / 


MILLERS FALLS 


74 eK 3 


TYPEWRITER PAPER 


MILLERS FALLS PAPER COMPANY--+ MILLERS FALLS. MASS. 
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for reference. This method of testing 
programers also allows observation of ap- 
plicant’s response to a computer. It is 
possible to examine the results and de- 
cide which questions are most helpful in 
determining aptitudes for programing. 


Equipment Leasing Firm 


Formation of Pioneer Leasing Corp. as 
a wholly-owned subsidiary of Artnell 
Corp., was announced by A. C. Allyn, 
Jr., president. The new firm, at 120 S. 
LaSalle St., Chicago, specialize in leasing 
office equipment, machine tools and store 
fixtures in the midwest, expanding nation- 
wide later. John W. Allyn, Artnell vice 
president, is president of Pioneer. Robert 
Simkins, former central division manager, 
Security Leasing Co., Salt Lake City, is 
operating vice president. Other officers 
are A. C. Allyn, Jr., and G. W. Breuer, 
vice presidents; H. N. Sharrow, treasurer; 
and Mark Moore, secretary. 


Computer Talks and Sings 


A computer has been programed by 
Bell Telephone Laboratories to accept 
punched cards for different phonetic Eng- 
lish language sounds and control signals 
for pitch, timing, etc. Output digital mag- 
netic tape can be converted to variable 
magnetic sound track and played on any 
tape recorder. Thus the computer can 
both speak and sing. Applications of the 
idea would allow a person at a keyboard 
to “make a speech” miles away. It also 
could be used by people unable to speak. 


Largest Office Move 


Equitable Life Assurance Society of the 
U. S. has completed the largest commer- 
cial move in history, transferring 7350 
employees and 75,000 pieces of equipment 
in 1800 vanloads to its new office build- 
ing in New York. The 42-story structure 
is the world’s largest privately owned 
building with a single occupant. 
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Smith-Corona introduces 
two products 
for better, easier 
electric office typing 


ELECTRI-TYPE 
CARBON PAPER 


Smith-Corona uses only 100°2 rag tissue in making 
Electri-Type Carbon Paper. That means you get a 
sheet that will take a pounding, that will stand up 
on the hardest of platens without puncturing. Un- 
like other carbon paper, the ink is not coated onto 
the surface of Electri-Type but actually forced into 
the paper, producing a carbon that keeps on mak- 
ing sharp, clear impressions long after others 
have faded. 

Smith-Corona has also tinted one side of Elec- 
tri-Type with a distinctive, contrasting color to 
eliminate guesswork and speed up collation and 
separation. There’s no skimping on size with Elec- 
tri-Type, because every sheet is larger than average 
to cover any typing job no matter the size. Every 
one of Electri-Type’s special features is the result 
of actual office tests and requests; it’s the carbon 
paper designed for faster, better electric typing. 


s/c} 


MADAME BUTTERFLY 
SILK RIBBON 


Smith-Corona’s Madame Butterfly ribbon is made 
of the finest quality pure silk, because only pure 
silk can produce the sharp impressions needed for 
photographic reproduction. 

Madame Butterfly is kind to both the typist and 
the typewriter. Errors are easier to erase, the type 
doesn’t fill up with excess ink causing splotchy 
printwork, and there is no lint problem. 

Because of their extra high quality, Madame 
Butterfly ribbons will last considerably longer than 
ordinary typewriter ribbons. 

Smith-Corona, by using finest quality silk, has 
made Madame Butterfly ribbons considerably thin- 
ner than other ribbons. That means you can make 
more copies than you ever thought possible. 

Electric office typing deserves the best, and the 
best ribbons you can buy are Madame Butterfly 
by Smith-Corona. 


SMITH -COROQNA MARCHANT 


410 PARK AVENUE, NEW YORK 22, NEW YORK 
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How Any Office 
CanDoArtwork 


RAY MARIEN, 

Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., 
New York 


taken much of the sweat out of artwork. 


Nothing can replace a trained and | 


talented commercial artist. But, for 


most practical applications in the office, | 
artwork can be achieved by a semi- | 
skilled clerk after brief training, utiliz- | 


ing tools and equipment developed over 
the past few years. 

Black-and-white 
man figures in believable action poses, 
heretofore unavailable without paying 
for a high-priced illustrator, are avail- 
able from clip-books at nominal cost. 
Pen-and-ink renderings of people in 
every conceivable type of dress and 
action can be purchased for a fraction 
of the cost of a commercial artist’s 
handwork. Whole books of these are 
available for a few dollars. Just clip 


one out, mount it and you’re ready for | 


camera. 


’ Perhaps, you need some lines of type 


for titles and text around your picture. 
Hundreds of type styles, in all sizes and 
shapes, are available on paper or ace- 
tate. You can set them in lines by hand. 


If you have pages of type to set (paper | 
type is more practical for headings), | 
the VariTyper composing machine | 


provides interchangeable type faces. 
Other typewriters, such as the IBM and 
Justowriter, also can set type with flush 
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illustrations of hu- | 


FREE DEMONSTRATION! 


We'd like to prove Smith-Corona’s superiority right in 
your own office. Just fill out the coupon below, and one of 
our representatives will contact you to arrange a free 
demonstration of Smith-Corona carbon paper and ribbons 
for electric typing. Once you've seen them at work, you'll 


| want to put them to work for you! Mail the coupon today 


RTWORK once was a specialized | 
craft. Today mechanization has | 


CARBON PAPER 


Miffe +B eegenrel - Pierce 


0-10 
fs/c/maf SMITH-CORONA MARCHANT 
Smith-Corona Supply Products, 410 Park Avenue, N.Y 22, N. Y. 

1! would like a free demonstration in my own office of Smith-Corona’s 


products for easier electric typing. 


Name. 





Title. 





Compan 





Address. 
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NO 
OTHER 
PAPER CUTTER 





SIZES 14" & 18” 
(€2012" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 


DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations, stationers, 
photo finishers, small printers, lettershops, 
mimeograph, offset shops, advertising agencies, 
schools, colleges, churches. 


Order from your dealer or 


MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N. Y. 


@ Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 425 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives Pre- 
cision Alignment 
For fast, accurate 
typing of bottom line 
index on all visible 
cards 
10 Card sizes— 
$2.00 to $2.45 


PALSON MFG. CO. 
280 Main St., Worcester 2, Mass. 
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margins on the right as well as on the 
left. The Marginator attachment pro- 
vides similar results on regular type- 
writers. 

Suppose you want white type on a 
black or dark background. This is best 
handled by a photographic reverse, but 
there are press-down types that transfer 
lettering in white, directly onto your 
black background. All these mechani- 
cally made types are fine for printing 
jobs or work to be photographed. Press- 
down type, available in black, white 
and colors, is also perfect for poster 
work or flannelboard presentations. 

For large charts and displays, me- 
chanical lettering and ruling guides do 
rapid, neat work and produce standard 
letters of the same size and width every 
time. So the office artist has the tools 
at hand to turn out a professional job 
at reasonable cost, without sending out- 
side for skilled artistry. 

For screen tints, there are dot pat- 
terns made in endless arrangements 
which simulate various shades of gray. 
Actually, photographs you see printed 
in newspapers and magazines have no 
gray at all in them, but are black ink 
on white paper, printed from halftone 
plates which simulate any shade from 
black to almost clear white through 
the use of tiny dots of different sizes. 
For screened effects, commercial tints 
in black-and-white dot and line patterns 
are available in acetate sheets. To put 
a gray suit on the line drawing of a 
man, press down a sheet of screened 
tint, in the shade you desire, burnish it 
slightly and trim it with a knife or razor 
blade to conform to the outline of the 
drawing. Presto, your office duplicator 
will print it “gray” even though the 
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operator uses black ink. This screen 
tint idea is also used in office forms to 
tone down lines, permitting the black 
type and filled-in data to stand out and 
be more easily read. Screened tints are 
available in color for use in charts and 
presentations where both solids and 
shades of colors are desired. 

Solid color acetate overlay sheets can 
be used for color-separated camera 
copy. Their ad- 


in their original size in color. The most 
common original size is 8” x 10”, easily 
seen in a small room if the presenta- 
tions are simple. 

Slides for overhead projection are 
simple to produce. Unlike 35 mm color 
slides, they can be made in color, en- 
tirely in the office and without a dark- 
room, from artwork prepared by semi- 
skilled personnel using tools outlined 





vantage over 
painted artwork 
is that they leave 
no brush marks 
to mar the even- 
ness of the copy. 
Many offices 
make visual pres- 
entations for 
overhead _projec- 
tion. This type 
of projector takes 
transparent copy 
and throws it up 
on a screen many 
times larger than 
the original, in 
color if it is so 
prepared. Series 
of these “slides” 
are used for train- 
ing purposes, 
sales presenta- | 
tions, product | 
demonstrations, | 
management | 
meetings for sta- | 
tistical review, | 
etc. For a small | 
group, portable | 
viewers will pre- | 
sent the films | 


BOSTON 


PENCIL SHARPENERS 


easy mounting 
on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 
and the mounting kit fits 

every model. All sharpeners EZAMZ 
are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, NJ, 


For More Information Circle No. 391 
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Your desk top 


personal secretary 


go 


. . « for EVERY desk in every office 
Here’s an indispensable help for busy 
people who can profit by a perma- 
nent, visual record of daily trans- 
actions, appointments, expenses and 
personal business notes. 

It’s the new, 12-month, full-size desk 
calendar pad, made in convenient 
size (17144” x 2214"), attractively de- 
signed and produced. Twenty-four 
pages to a pad (one duplicate for 
each month hidden from view to in- 
sure privacy) are printed in soft 
brown to match the luxurious-looking 
leatherette binding and corners. 


Desk calendar pads are available at your stationer 
for just $3.50 each—or you can order them direct 
by using the coupon below. For quantity orders, for 
use in your own offices or as business gifts, we 
recommend imprinting your pads with your own 
message. Details and prices on request. 


DESK PAD FILLERS ARE ALSO AVAILABLE IN 
17 x 22 or 19 x 24 inch sizes, 


AVAILABLE FROM YOUR 
__ STATIONERY DEALER, OR: 


DOOLITTLE & CO., INC. t 
320 N. Dearborn St., Chicago 10, Ill. i 


Please send me 
Enclosed payment of $ 


Company 
Street 
i City & State 


os ee ce eee es se es ee 
For More Information Circle No. 412 
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in previous paragraphs. Lettering guides, 
paper type, acetate tapes instead of 
inked ruled lines, acetate overlays in 
screened tints or solid colors, photo- 
graphic and line art, and many other 
techniques are applicable. 

It is also possible to do multicolor 
work from artwork prepared entirely 
in black-and-white via the diazo process. 
Films are converted into sparkling color 
sheets and designs when subjected to a 
light source and developed. These can 
produce only one color at a time as the 
coloring agent is in the chemical solu- 
tion and not on the film. However, 
colors can be daubed on by cotton 
dipped in trays of various coloring 
chemicals. 

If you don’t wish to change solutions 
to achieve different colored foils, you 
may resort to the “pickle-jar” technique. 
Here, a wide mouthed, large glass jar 
is used. A sponge is placed at the bot- 
tom and saturated with a few drops of 
ammonia. The foil (in the color de- 
sired) is passed through the light source 
but not through the wet part of the 
copier. Instead it is dropped into the 
pickle jar. The lid is clamped or screwed 
on quickly and after a few moments you 
can see the color appearing through the 
glass. When it reaches the shade you 
desire, or appears to be fully developed, 
you pull it out. This technique is not 
recommended if you are slow of hand 
and allergic to ammonia fumes. The 
pickle jar is a commercially available 
developing unit in the form of a long 
glass tube. 

For each color desired, a separate 
foil must be made, unless either the 
daub-on or acetate color overlay tech- 
niques are used. In the latter method, 
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Engler HOUR METER 


. . « For Business 


Machine Economy 
@ Increase Efficiency 
@ Improve Scheduling 


@ Eliminate Machine Inactivity 


Engler Hour Meters reduce total oper- 
ating or rental cost of tabulating equipment 
and business machines by registering hours 
of actual machine usage. Effectively put 
records on an accurate basis and substan- 
tially reduce second shift payments. Many 
users have already realized large savings. 
Engler Hour Meters are easily installed 
and have been precision engineered and 
ruggedly built for years of dependable 
service. Reasonably priced. Write for de- 
tailed bulletin OF-8. 


Engler 


Instrument Co. 


250 Culver Avenue, Jersey City, N. J. Phone HEnderson 4-6500 
For More Information Circle No. 476 


© To let you know 





= 
KS 


supply precision BRITISH made Parts and 
Tools direct to you at LOWEST PRICES 


G2-25-15 jj 
/ 


Oo 
C2-201L. 


@ PROMPT AND EFFICIENT SERVICE GUARANTEED 


@ Send for our Illustrated Catalogue POST FREE | 


TYPEWRITER SUNDRIES CO., LTD. 


140-148 BOROUGH HIGH ST., LONDON S.E. | 
For More Information Circle No. 478 
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magnetic 


VISUAL CONTROL BOARDS 


Sass PemPORMANCS | 


1 oo ee ee ee ce 


Make Card and Peg Systems Obsolete 
No fuss . . . no mess with cards, pegs, or other 
signal devices with “Maggie” Control] Systems. 
Permanent colored magnetic indicators that move 
with fingertip ease offer the easiest, quickest 
way to chart sales, production, inventories, traf- 
fic, etc, The first cost is the last cost because 
there are no cards or pegs to replace. 

For further information, write to: 
MAGNETIC AIDS, INC. nN 


11 WEST 42nd STREET «+ NEW YORK 36. NEW YORK y:Y 


For More Information Circle No. 477 


DRY COPYING MACHINE 


WEST GERMANY 


Office machines and systems company, 
located in industrial capital of South 
Germany, seeks a dry copying machine 
to distribute throughout West Germany. 
Well established successful sales or- 
ganization is immediately available. 


Has first class staff skilled in: 


Technical Service °* Sales 

Sales Training and Advertising 
Exhibit space at 
Fair in Hannover. 
Representation can take effect at once, 
or in the future. 





German Industries 


Send detailed information to 


Box 1061 


OFFICE PUBLICATIONS, INC. 


232 Madison Ave., New York 16, N, Y. 














ATTENTION OFFICE EQUIPMENT MANUFACTURERS 
Advertise to 


markets 


Office 
uipment 
xporter 


Every autumn OFFICE EQUIPMENT ExPorTER is enthusiastically 
received and acted upon by office equipment importers and 
dealers. These 76 countries buy both high and low priced 
items. Get a share of this business by advertising in the 
forthcoming 1961 edition. (Circulation over 10,000.) Write 
today for rates. 

Portuguese Africa 
Puerto Rico 

iam 


a 
South Sea Islands 


Kenya 
Lebanon 
Liberia 


French Guiana 
Germany 


Afghanistan 
Alask: 
Ghana 


British Guiana 
British Honduras 
Burma 
Canada 
Ceyion 

Congo 

Cyprus 
Denmark 
Egypt 
Ethiopia 
Finland 
Formosa 
France 


Gibraltar 

Great Britain & 
Northern Ireland 

Greece 

Guinea 

Haiti 

Hawaii 

Hong Kong 

Iceland 

India 


Iraq 
Indonesia 


Japan 


Libya 
Luxembourg 
Madagascar 
Madeira Isiand 
Malaysia 
Malta 

Morocco 


Nepal 

Netherlands 

Netherland West 
Indies 

New Zealand 

Nigeria 

Northern Rhodesia 

Norway 

Pakistan 

Philippines 


Southern Rhodesia 
Sudan 
Surinam 
Sweden 
Switzerland 
syria 
Tanganyika 
Tunisia 
Turkey 
Union of South 
Africa 
Viet Nam 
West Indies 
Yugoslavia 





OFFICE PUBLICATIONS, INC, 232 madison Ave., New York 16, N. Y. 
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swatches of transparent color are laid 
in on the film, burnished down and 
trimmed to size with a knife. Care must 
be taken during this process as the 
strip-in method has drawbacks. Even 
when burnished carefully, air bubbles 
trapped inside show up as smudgy 
blobs when projected on the screen, 
blown up six times or larger. Any im- 
perfection is magnified along with good 
features of the visual. That means that 
careless knife cuts in the film, from 
clumsily done color inlays, or inlays 
that don’t quite kiss each other but 
leave blank gaps, no matter how tiny, 
become glaring flaws when projected. foils would be required for a seven-color 

Conversely, laying-in color on black- job. This would result in a build-up 
line film is usually cheaper and a greater of layers that would be difficult to reg- 


number of colors can be put on. If ister as well as present difficulties in 
separate foils are needed for each color (Continued on page 310) 


YOU SAVE 


when you use 





A dotted screen tint applied to a clipbook 
line drawing to simulate gray. 


in the diazo method, it means that seven 
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by CHARLES LEONARD, Inc. Manufacturers of Stationery Specialtie 
79-11 Cooper Avenue, Glendale 27, N. Y. 


For More Information Circle No. 421 











MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
MFG. CO., INC. BUSINESS FORMS 








P. O. Box 243, Winthrop, Maine SEND FOR 
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LIGHTWEIGHT | WEATHERPROOF ag oa 
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Litton Acquires Cole Steel 


Acquisition of Cole Steel Equipment 
Co. and its affiliates by the Business Ma- 
chines Group of Litton Industries was an- 
nounced by Cole president, S. T. Schein- 
man, and Fred R. Sullivan, senior vice 
president of Litton Industries and head 
of the Business Machines Group which 
includes Monroe Calculating Machine, 
Sweda Cash Register, A. Kimball and In- 
tegrated Data Processing Divisions. Cole 
will be acquired through an exchange of 
stock. Present officers and management 
groups will continue to direct Cole’s activi- 
ties. With current annual sales of $20 
million, Cole’s line of office equipment 
and machines complements Litton’s activi- 
ties in these fields. Cole plants in York, 
Pa., and Toronto total 1 million sq. ft. 
The company employs 1400 people and 
has a distribution organization throughout 
the western hemisphere. 


3M Vice Presidents 


Election of Ray- 
mond H. Herzog as 
vice president of 
Minnesota Mining & 
Mfg. Co., and Ed- 
ward J. Kane as a 
division vice presi- 
dent, was announced. 
With 3M since 1941, 
Mr. Herzog has been 
general manager of 
the Duplicating 
Products Div. since 1956 and a division 
vice president since 1959. He continues 
to have overall responsibility for the du- 
plicating products, microfilm products and 


Raymond H. Herzog 
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paper products divisions, and Thermo-Fax 
Sales, Inc. In addition he now has over- 
all responsibility for the 3M Printing 
Products Div. Mr. Kane was named divi- 
sion vice president for printing products. 


BBM Photocopy Buys Bohn 


Acquisition of Bohn Duplicator Co. by 
BBM Photocopy Mfg. Corp. for $1,500,- 
000 in cash and 18,182 shares of common 
stock was announced. Bohn sells calcula- 
tors, stencil duplicators, spirit duplicators 
and supplies used in connection with its 
products through dealers in 49 states. Its 
sales for last year were $2,776,693, and 
for the first quarter of this year, $897,354. 
Election of Saul S. Weitzman as chairman 
and Leon Bohn as president also was an- 
nounced. 


SoundScriber President 


Justin L. Turner was named president, 
SoundScriber Corp. He succeeds Stanley 
C. Hope who was elected chairman of the 
board. William L. Less, past chairman, 
was elected chairman of the executive 
committee. Mr. Turner was president of 
Foregger Co., and previously had been 
with Remington Rand and American 
Can Co. 


McCollister Goes to RCA 


Edwin S. McCollister was appointed 
vice president, marketing, Electronic Data 
Processing Div., Radio Corp. of America. 
He was director of marketing, Univac Div., 
Sperry Rand Corp. In 1955 he became 
marketing vice president, ElectroData 
Corp. Following the merger of that firm 
with Burroughs Corp. in 1956 he became 
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INDISPENSABLE as fer typewriter / 
CONTOURAMATIC marx Ill 


Tue OFFIce 


| -,, Send for 
free 
literature 


makes instant, permanent copies 
of all your office paperwork / 


NOW ... copy letters, invoices, financial reports, ad 
layouts — anything typed, written, drawn or photo- 
graphed IN ANY COLOR instantly! The CONTOUR- 
AMATIC Mark III eliminates tedious hand copying 
and proof-reading — copies are photo-exact, crisp 
black-on regular white bond-type paper. Make film 
masters for diazo reproduction, projection transpar- 
encies, featherweight or card stock copies ALL ON 
ONE MACHINE! No messy chemicals to mix — proc- 
essing fluid is contained in a sealed disposable 
plastic container. See it demonstrated in your office! 


F. G. LUDWIG, Inc. 


a subsidiary of Anken Chemical & Film Corp. 
729 Coulter Place e Old Saybrook, Connecticut 


NAME 





COMPANY 





ADDRESS 
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Is your figurework done blindfold? 


If you removed the blindfold, you’d see 
a: window that looks like this. It’s a“Check 
Window” that shows a full registration of 
figures entered — while there is still time 
for their correction. Of all the ten-key 
adding machines made in America today, 
only the Friden has it. All others are 
“blind”. The operator can’t tell what fig- 
ures she has entered until they are added 
or printed. Then it’s too late. 


These are other advantages: the exclusive 
“Natural Way” keyboard, designed to fit 


the user’s hand perfectly. An extra-wide 
platen for roll paper and wide forms. Au- 
tomatic red-printing of negative values. 
Automatic credit balances. All live con- 
trol keys. And special features for rapid, 
efficient multiplying. 

Looking for accuracy, speed, versatility 
(and ruggedness) all in one machine? Call 
your local Friden man for a demonstra- 
tion. Or write: Friden, Inc., San Leandro, 
California. 

THIS IS PRACTIMATION: automation 
so hand-in-hand with practicality there 
can be no other word for it. 


Iriden 


Sales, Service and Instruction Throughout the U.S. and World 


For More Information Circle No. 296 
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Yale Filing Supply 
Co. Div., Smead 
Mfg. Co., recent- 
ly moved its offices 
and factory to 
this new building 
in Los Angeles. 


director of marketing of the ElectroData 
Div., retaining that position until elected a 
corporate officer of Burroughs and becom- 
ing general manager of the Data sia id 
Systems Group. 


Polymicro Distributor 


Photorapid Corp. was appointed, by the 
importer, one of the national distributors 
of the French photocopying machine, Poly- 
micro, and the electronic high speed 
copier, Arcor, it was announced by James 
H. Rouse, Photorapid president. 


President of Litton Industries 


Roy L. Ash was elected president of 
Litton Industries, Inc., Charles B. Thorn- 
ton, chairman and chief executive officer, 
of the company, announced. Mr. Ash has 
been successively vice president, vice presi- 
dent and treasurer, president of Litton 
Systems, Inc. (the company’s largest oper- 
ating subsidiary), and executive vice presi- 
dent of Litton Industries. 


This 124” D. B. Smith 110 
Fourdrinier papermaking 
machine is part of a two- 
year, $4%4-million expan- 
sion at Wausau Paper Mills 
Co., Brokaw, Wis., which 
increases Wausau’s fine pa- 
per production from 125 to 
235 tons daily. In addition, 
the machine room was dou- 
bled in height with mez- 
zanines at both ends, elec- 
trical and steam power 
facilities were increased, and 
a 100,000 sq. ft. building 
for finishing, assembly and 
shipping was added. 
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Perfex Roller Distributor 


Direct Image Corp., 3311 W. Beverly 
Blvd., Montebello, Calif., is distributor for 
Perfex Disposable Dampening Rollers, 
which are made up of one form and ductor, 
complete with cores and molletons. Rollers 
are available for Miultilith 1250, and 
1250 W (11 x 18), ATF-15 (Whiten, Photo- 
stat) 221, 251 and 233 Davidson dupli- 
cators. 


Royal McBee Appliance Div. 


Royal McBee’s Appliance Div., which 
markets the complete line of Royal porta- 
ble typewriters, was reorganized into ten 
appliance market areas, W. H. Beckwith, 
vice president in charge, announced. Each 
area will be headed by an appliance man- 
ager, reporting directly to headquarters, 
who will supervise territorial managers. 


Columbia Export Offices Move 


Columbia Ribbon & Carbon Mfg. Co. is 
moving its International Div. offices to 





new, expanded quarters at 8 West 40th 
St., New York, Henry B. Holmes, execu- 
tive vice president, announced. Joseph 
Ziober was named sales manager of the 
division and will work with Herman Lutz, 
manager. Mr. Ziober was with Remington 
Rand International Suppliers Div. more 
than 32 years. 


Rubbermaid Promotes Mincks 


W. Jay Mincks, housewares salesman 
for Rubbermaid, Inc., was promoted to 
assistant sales manager of the commercial 
division, John D. Gans, commercial sales 
manager, announced. 


Acco Active in Britain 


G. Donald Murray III, executive vice 
president, Acco International Div. of Nat- 
ser Corp., announced re-establishment of 
management relations with Acco Co., Ltd., 
London, England. The British company, 
chartered as an Acco affiliate in 1926, was 
bombed out during the war. In line with 





YOU CUT COLLATING CosTs 


With Evans’ Gathering Rack on 10-Day FREE trial! 


Acco’s increasing emphasis on interna- 
tional marketing, it will cooperate with its 
English affiliate in developing British mar- 
kets for the Acco line of office supplies. 


Bendix Computer Appointment 


Anthony G. Baragona was appointed 
advertising and public relations manager 
for Bendix Computer Div. He joined the 
division two years ago as assistant adver- 
tising and public relations manager; was 
previously with the computer department 
of General Electric Co. 


A. B. Dick Field Sales Manager 


Appointment of Lawrence M. Aikens 
to the new position of field sales manager 
was announced by A. B. Dick Co. He 
will be responsible for field sales opera- 
tions which include all domestic sales 
made through distributors and subsidiaries, 
said Alexander St. John, general sales 
manager. Regional, district and subsidiary 


managers will report directly to him. Dur- 


/3 


Eighteen sturdy, lightweight aluminum sections hold 


500 sheets each. Slashes collating costs — makes even newest help 


more efficient. 


Folds compactly for easy storage. Available with new 
Receiving Tray to stack papers in neat groups. 


Rack — $25.00. 


Receiving Tray — $5.00. Send no money for FREE postpaid 10-day trial. 


See your dealer or write: 


Evans Specialty Company, Inc. 
P. O. Box 8128, Richmond, Virginia 


For More Information Circle No. 365 
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ing his 18 years with the company, Mr. 


Aikens served in Milwaukee, Cleveland, | 
| spill-proof receptacle for shav- 
| ings. Sharpening unit made of 
| lightweight white metal with 


Detroit and New York. 


Copease Names Higgins 


Copease Corp. appointed Cal Higgins as 
sales promotion manager, Charles E. Hal- 
lenborg, president, announced. Mr. Higgins 
was advertising manager of Western News- 
paper Union for six years, and served in 
sales promotion with American Type 
Founders. 


Photo Materials Co. Moves 


Photo Materials Co. has moved to 
larger quarters at 2450 Estes Ave., Elk 
Grove, Ill. The building is designed for 
integrated manufacturing and assembly 
steps to produce more than 20 items in the 
Photo Materials and Martin Yale lines. 


NSOEA To Go West Again 


The National Stationery & Office Equip- 
ment Convention & Exhibit will go west 
again next year and stage its second west- 
ern show Feb. 16-18 in San Francisco. 
Brooks Hall will be the exhibit site accord- 
ing to J. Howard Patrick, NSOEA presi- 
dent for 1960-61. 


Fairchild Service Manager 


Forrest L. Perkins was named general 
service manager for the Business Machines 
Div. of Fairchild Camera & Instrument 





Sees, 
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Mieatsora Misine ano (\famuractuning company 





MINNESOTA MINING E 


am MANUFACTURING CO. 





Old (top) and new (bottom) trademarks 
of Minnesota Mining & Mfg. Co. Cor- 
porate signatures and brand names will 
use alphabet of the same characters. 
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DUX Precision Sharpener 
The Blade 


Makes the Difference 
The improved desk model with 


famous Dux blade. Colorful 
cases. Write for catalog. 
Available at all better station- 
ery stores. Many other models. 
59c each #3307N 


FRED BAUMGARTEN]: 
— x VE M&F a an 


1000 Virginio Ave., Atlanta6,Go 


eIiT FOLDS 

*IT SCORES 

eit CAN SLIT 
or PERFORATE 


THE PRINT-O-MATIC CO., INC. 


4.W. WASHINGTON BLVD 


For More information Circle No. 369 


VOUCHER & PAYROLL 
MAGNETIC INK 
ENCODED CHECKS 


SEND YOUR COPY FOR 
PROMPT QUOTATION 





The Carbon Business Forms Co. 
880 E. 72 « Cleveland 3, Ohio « HE 1-7878 
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CASH REGISTER 





CASHERE CORPORATION 


sor to Internat 


onal Cash Register & Parts Co 


207 E. Evergreen Ave., Mt. Prospect, Ill 
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NEW-SUPER-RITER — Extra thin Audit 
Point Ball Pen. Praised by users for Book- 
keeping, Shorthand, Fine Writing. Wood- 
cased—light, slim, comfortable —like a 
pencil. Special ball pen ink eraser. Fast 
starting, smooth flowing quality ink. Your 
choice of 4 brilliant colors: Forest Green, 
Royal Blue, Fire Red, Jet Black. Guaran- 
teed! You must be satisfied or your money 
cheerfully refunded. 39c ea., 3 for $1.00 
1 doz. only $3.25 (less in quantity). 
Shipped by return mail. We Pay Postage. 
Order NOW from: 


GARDNER STAMP COMPANY 
166 South Washington St., Wiikes-Barre, Pa. 














For More Information Circle No. 468 


VARIGRAPH 
LETTERING INSTRUMENT 
Cuts Printing Costs — Speeds Production 
5 ‘ 





re 





Now anyone can do clean, crisp lettering with a 
Varigraph. All you do is move a stylus along 
the letters in a grooved templet. More than 600 | 
variations in size and shape of letters from one | 
templet. Letter with either pen or pencil on art- 


work or directly on paper offset plate. 


For complete information, write Dept. O08. =| 
VARIGRAPH, 1485 Martin St., Madison |, Wis.' 


For More Information Circle No. 469 
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Saves time 
Increases accuracy 
Saves your eyes 
Lasts for years 


Copy Holder $14.95 
Lucite Magnifier 3.95 


America’s finest 
all-around Copy 
Holder. 

Holds a sheet 
or a book. 

Sits firmly on 
desk at reading 


Sample Offer angle. 
Holder & Magnifier ppd. 9.50 

Scotty Engineering Company 
78 First Street, San Francisco 5, California 


DEALER INQUIRIES INVITED 


For More Information Circle No. 470 








Every Susiness can use... 


INDIANA 


“Under Counter” CASH DRAWERS 


HERE’S HOW 
SMALL BUSINESS—for Cash Handling and Storage. 


DEPARTMENT STORES—for Auxiliary Cash Han- 
dling, Bank Drawers, for Special Sales. 


MANUFACTURERS—in Cafeterias, Parts Sales 
Counters, for Petty Cash. 


Model V-1 (ill.) 
List $29.50 


@ No stock to carry @& 
@ 24 hour shipment 
@ Full dealer 

discount 


A Quality Product 


A wonderful door-opener for follow-up sales of 
more expensive equipment. Write now... - 


INDIANA cash DRAWER Co. 


P.O. Box 236B e@ Shelbyville, Indiana 
For More Information Circle No. 471 
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Corp. and reports directly to C. F. Shaffer, 
general manager. Prior to joining Fair- 
child, Mr. Perkins spent 15 years with Pit- 
ney-Bowes, Inc., starting as a service rep- 
resentative and progressing to general 
service technician in 1958 when he left to 
join Macey Co., subsidiary of Harris-Inter- 
type Corp. where, in 1960, he was pro- 
moted to production and plant manager. 


Asleson Joins Xerox 


Robert F. Asleson has joined Xerox 
Corp. as assistant to the president, it was 
announced by Joseph C. Wilson, president, 
who said Mr. Asleson will serve his office 
in a wide range of administrative activities. 


Davidson Distributes Protype 


Davidson Corp. announced it will dis- 
tribute the Protype Photo Typesetter in- 
troduced by Protype Graphics. Davidson 
has handled this line for the past six years. 


The Protype sets type rapidly and works 
under room light. 


Dictaphone Appointment 


Richard W. Tompkins was appointed 
assistant advertising manager of Dicta- 
phone Corp., according to Lloyd M. 
Powell, president. He will assist Joseph 
F. Anderson, advertising manager. 


A. Bertram Holmes Dies 


A. Bertram Holmes, former board chair- 
man, Columbia Ribbon & Carbon Mfg. 
Co., died in his 82nd year, Aug. 18. He 
was vice president and treasurer of Colum- 
bia from 1922-26, president from 1937-45 
and chairman of the board from 1945 until 
his retirement in Jan., 1955. Until the ad- 
vent of an illness a few months before his 
death, Mr. Holmes retained an active ad- 
visory connection with the company. 





WE BUY AND SELL (hed 
PHOTOCOPY MACHINES 











VERIFAX—APECO—THERMOFAX 


XEROX—COPYRAPID—CORMAC 


SEND US A LISTING OF THE MACHINES YOU | 
WOULD LIKE TO DISPOSE OF AND AN OFFER 
| TO BUY WILL BE SENT OUT AT ONCE. 


USED PHOTOCOPY MACHINES, INC. 


1010 Broad St., Newark 2, N. J. 
Market 4-8040 Att. Bill McCormack 


ETC. 
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Office Artwork 


(Continued from page 301) 


light transmission and billowing be- 
tween foils. 

On the other hand, process color foils 
made by the diazo method enable six 
separate and distinct colors from only 
three process color foils, (red, blue, yel- 
low). Because these primary colors are 
made for process work, a blend of two 
of them results in a pure secondary 
color (orange, green, purple). This has 
a practical application in layer, or pie, 
charts. 

An advantage of the overhead meth- 
od of projecting slides is that the person 
giving the demonstration can use col- 
ored grease pencils, or felt-tipped pens 
containing transparent colored inks, 


for added effect. He can write directly 


on the visual during the presentation, 
adding phrases or coloring in certain 
areas, underscoring others to highlight 
his talk. These markings are easily 
wiped off afterward with a soft tissue 
or cloth, leaving the visual as good as 
new for another talk. 

The reversal method mentioned 
earlier also can be made on foils through 
the medium of diazo. For instance, 
black type on white paper can be made 
yellow, blue or pink type on a solid 
black background by using reversal film 
and tinted acetate foils. Or a simple 
black reversal can be made and bits of 
transparent colored tape applied to the 
back of the foil to emphasize a word or 
sentence. A multicolored lettering effect 
is thus obtained at low cost. 

If you wish to build-up a display by 
adding sections at a time, in a building- 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 
MACHINES 
801 Sixth Avenue 
New York 1, N. Y. 


HORDER’S, INC. 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, Ill. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 
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block technique, attach the separate 
colored foils by hinges at the edges, 
instead of mounting them in a per- 
manent sandwich. Then the lecturer can 
flip the overlays, one at a time, building 
colors on the base film for his audience. 

Opaque material must first be con- 
verted to a transparent state before 
it can be used in the diazo process to 
make foils. This can be done cheaply 
and efficiently in copying machines cost- 


j 
| 





ing less than $100. Clear or matte finish | 


transparencies are made for less than 
20c each. 

While the foregoing techniques for 
making visual slides are for use with 
the diazo process, visual materials can 
be also prepared on Thermo-Fax and 
photocopying machines. In _ today’s 
office it is possible to prepare the most 


elaborate artwork at low cost, convert it | 





to printing plates and duplicate it by the | 


thousands or make visuals from it for 
projection on a screen, without resort- 
ing to outside sources for any artwork, 
mechanical preparation or production. 
Every office can have its own art de- 
partment at a surprisingly reasonable 
cost. The materials are available and the 
techniques are easy to learn. The only 
limitation is your ingenuity in finding 
applications for them. 


RIBBONS 


for the 
1403 Chain Printer 


PRICES ON REQUEST 
H. M. STORMS COMPANY 


561 GRAND AVENUE, BROOKLYN 38, N. Y. 
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Some Day You May 
Wish You’d Bought This 


NEW 
Auto-Shred 
Now! 


Do your business secrets leak out thru your 
waste paper baskets? Too often confidential 
letters, sales and accounting records, engi- 
neering data, specifications and business rec- 
ords of many kinds find their way into un- 
authorized hands—after someone thought 
they’d been destroyed. 

This new, compact, lightweight Auto-Shred 
is designed for your office. Case hardened 
steel slitters driven by a powerful 1/3 horse- 
power motor, convert correspondence, ledger 
sheets, sales-reports and other confidential 
records into 14” shreds even slicing thru 
paper clips and staples. It’s quiet — you’ll 
hardly know it’s being used. It has an auto- 
matic hopper that will take up to 100 sheets 
of paper at a time and a gravity hand feed 
for stapled, clipped, pinned or folded papers. 
It’s completely enclosed (positively safe) in 
2 gracefully designed fiberglass case that 
matches the practical appearance of other 
office equipment. 


Write for catalog giving full 
information and 10 day free 
trial offer. 





SAA 3439-16 


INDUSTRIAL SHREDDER 
and CUTTER COMPANY 


103 Mill Street Salem, Ohio 
For More Information Circle No. 389 
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PLASTIC PUNCH 


Professional binding in any office at any 
time... and for mere pennies! Accommo- 
dates sheets any length on binding side. 
Accurate punching on %%” centers fits all 
Speed-O-Print Plastic Combs. Lightweight, 
sturdy construction. Compact unit can be 


-=©-PRINT 
Plastic Binder 


Produces plastic bound books professionally. 
Simply insert Speed-O-Print Plastic Comb, 
punched pages and covers...and release lever. 
Add glamor to sales literature, convenience to 
frequently used printed matter, protection to 
permanent records — one copy or hundreds 
ready when needed. 


COMBS-Five bright, permanent colors in 4 popular 
sizes to meet any needs. Extra strong, everlastingly durable. 


COVERS-fFor 8% x 11 sheets. Six distinctive colors. 
With or without identification window. 


Cpeed-©-Print BUSINESS MACHINES CORPORATION 
; 1801 W. LARCHMONT AVE., CHICAGO 13 


SPEED-O-PRINT 
BUSINESS MACHINES CORPORATION 


1801 WEST LARCHMONT AVENUE, CHICAGO 13 

Please send me literature and complete information O 
about Speed-O-Print Plastic Binding Equipment and its 

hundreds of uses. 

Name. . 

Name of Company Dept. 

Address 

City. Zone ec ncttiniiennetiennes 


For More Information Circle No. 407 
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National Institute of Governmental Pur- 
chasing, Commodore Hotel, New York 
Oct. 8-11. 

American Records Management Assn., 
Statler-Hilton Hotel, Los Angeles, Oct. 
9-10. 

Systems & Procedures Assn., Statler-Hilton 
and Pick-Carter Hotels, Cleveland, Oct. 
8-11. 

American Bankers Assn., San Francisco, 
Oct. 15-18. 

National Business Forms Associates, 
Americana Hotel, Bal Harbour, Fila., 
Oct. 23-25. 

National Assn. 
Netherlands 
Oct. 29-31. 


of Suggestion Systems, 
Hilton Hotel, Cincinnati, 


it CALENDAR 


American Institute of Certified Public 
Accountants, Palmer House, Chicago, 
Oct. 29-Nov. 1. 

Controllers Institute of America, Palmer 
House, Chicago, Nov. 5-8. 

Society of Reproduction Engineers, Bilt- 
more Hotel, Los Angeles, Dec. 2-5. 
Eastern Joint Computer Conference, Sher- 
aton-Park Hotel, Washington, D. C., 

Dec. 12-14: 


EVENTS ABROAD 
Business Efficiency Exhibition, Olympia, 
London, Oct. 2-11. 
Electronic Computer Exhibition, Olympia, 
London, Oct. 4-12. 
International Office Equipment Exhibit, 
(SICOB), Paris, Oct. 13-22. 


FI I HII II IIIA AAAI AAA AAA AAA AAAS AAA SDAA SSAA AS ASSASSINS ANANSI AISI I IH 


FILE YOUR COPIES OF The Offhcc 


This durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 
(six months) of THE OFFICE with 
the volume index in the last copy 
(June and December); two files hold 
an entire year’s issues. Files are re- 
usable. Unconditionally guaranteed. 
Postpaid in U.S. 


| File (for six months’ Issues) $2.50; 2 Files (for a 
year's issues) $5.00; “sane for $7.00; 6 Files for 


* 
* 


* 
* 
. 
* 
* 
* 
* 
* 
* 
* 
* 


Jesse Jones Box Corporation, P. O. Box 5120, Philadelphia 41, Penna. 


Please send me, postpaid, files. | enclose 


PT TT eT eee eee eee reer essees ts 


Ans. 8 SSS SSCS SSK SK SO See eRe eee ee 
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Acco Products 

Acme Visible Records, Inc, ... 
Active Mailing Machine Co. 
Addo-x, Inc. 


Addressing Machine Co. of California . 


Akro-Mils Cabinets 


Allied Carbon & Ribbon Mfg. Corp. ety 


Allied/Egry Business Systems . 
All-Rite Pen, Inc. 

American Data Machines, . 
American Geloso Electronics, 
American Kleer-Vu ao 
American Stencil Mfg. 
American Type Founders Co. 
Ames Supply Co. 

Arrow Fastener Co. 

Atlas Stencil Files Corp. 
Autocall Co. 

Automated Gift Plan, 

Avery Label Co. 


Barkley & Co., 
Bates Mfg, Co. 
Baumgarten, Fred 
Beck ay og Co. 
Bentson Mf 


Bergstrom coe: aba 
Bevco-Precision Mig os. «. 
Bindematic Corp, 

Bohn Duplicator Co. (Contex) : 
Bohn Duplicator Co. (Mimeograph) . 
Bostitch, Inc, 

Box 619 


Bruning Co., Charles ..... 
Burroughs Corp. ... 
Burton Mount Corp. 
Business Electronics, Inc. 


Can-Pro Corp, .. 

Carbon Business Forms Ge. 

Cashere Corp. 

Catskill Craftsmen, 

Chicago Desk Pad Co. 

Clarin Mfg. Co. 

Clark, Inc., Keith .. 

Cole Steel Equipment Co. 

Colonial Pay Systems .... 

Columbia-Hallowell Div., 
Standard Pressed Steel Co. . 

Columbian Art Works, Inc. 


Columbia Ribbon & Carbon Mfg. Co. . 


Commercial Copies, Inc. 
Comptometer Corp, 

Copycat Corp, ............ 
ee Serre 
Covercraft Co. 

Curtis-Young Corp. 


Darling Co., L. A. : 
Dashew Business Machines, Inc. . 
Denominator Co. 

pee aoe, A. B. ... 2 65.. 


314 


Dictaphone Corp. ; 2 
Dieh! Calculating Machines, Inc. . 110, Vit 
Ditto, Inc, Inner Back Cover 
ee OL Pee ; 137, 138 
Doolittle & Co. 298 
Dupli-Typer Corp. 


Eastman Kodak Co. (Ektalith) 
Eastman Kodak Co. (Recordak) 
Eastman Kodak Co. (Verifax) .... 
Ecusta Paper Operations 

Eichner Organisation 

Elliott Industries, Inc. 

Engler Instrument Co. 

English Numbering Machines, Ltd. 
Eureka Specialty Printing Co. . 
Evans Specialty Co. 

Ever Ready Calendar Mfg. Co. 


Faber, Inc., 

Facit, Inc, 

Fletcher Paper Co. 

Frankel Mfg. Co. : 
Franklin Soap Dispenser ae. 
Fraser Paper, 

Friden, Inc. 


Gardner Stamp Co. ...... 
Gates Acoustinet, 

Gilbert Paper Co. 
Gillotte Co., P, R. 
Globe-Wernicke Co. 

Goes ny ae gy Co. 
Goodkin Co., M. P. 

Graff Co. eo. B. 
Graphic Systems 


Hamilton Autographic Register « Co. 
Hammermill Paper Co. ... 
Harris-Seybold Co. 

Heller Roberts Mfg. .. 

Heyer, Inc. 

Hoosier Desk Co. ..... 

Howard — Mills, 

Howell Co. . - 

Hunt Pen Co., C. Howard . 
Hush-A- Phone Corp, 


Indiana Cash Drawer Co. 

Industrial Shredder & Cutter Co. 
Inter-Continental Trading Corp. (Olympia) a 
Inter-Continenta! Trading Corp. — 
International Business Forms, Inc. ... 
International Magnefonics Corp. 

International Sound Control 

Interstate Metal Products Co. . 


Jasper Desk Co. ... 
Jones Box Co., Jesse . 


Kee Lox Mfg. Co. ........ 
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Lagomarsino-FAI 
Lassco Products, 

Lee Products Co. 
Leonard, Inc., Charles 
Lewbill Industries, Inc. 
Litho-Art Products, 
Ludwig, Inc., F. SG. 


Magnetic Aids, Inc. 

Mailers Equipment Co. 

Metalcraft, Inc. 

Metal Products Engineering, 

Methods Research Corp. 

Metropolitan Wire Goods Corp. 

Michael Lith Sales Corp. (Destroyit) 

Michael Lith Sales Corp. (Triumph) 

Millers Falls Paper Co, 

Mim-E-O Stencil Files Co. 

Minnesota Mining & Mfg. Co, 
(Printing Products) 

Minnesota Mining & Mfg. Co. (Scotch Tape) .. 

Minnesota Mining & Mfg. Co. (Thermo-Fax) .. 

Monroe Calculating Machine Co. 
(Accounting Machine) .. 

Monroe Calculating Machine Co. 
(Calculating Machine) 

Moore Business ene Inc, 

Moore Inc. 

Morphy- Richards, Inc, 

Multimatic 


Nardon Mfg. Co, 

National Business Show 

National Cash Register Co. (NCR <a 
National Cash Register Co. (Systems) . 
National Plastic Products Co, . 
Nekoosa-Edwards Paper Co. 

Nettle Mfg. Co. 

Nippo Machine Industry Co., 

North American Philips Co. . 
NuArc Co. (Light Tables) 

NuArc Co, (Platemaker) 


Office Publications, Inc. ....... , , 300 
I I 6550's: clan o woes ub s GENS 161 
Old Town Corp. ing eens 74 
Olympia Typewriters 166 
Oxford Filing Supply Co. . 2s 
Ozalid Div., General Aniline & Film ‘Corp. 
(Paper) 
Ozalid Div., General Aniline & Film Com, 
(Transfer-A- Matic) 


. 33-36 


Paige Co. 

Palson Mfg, Co. ..... ‘ 
Paper Manufacturers Co. 
Paterson Parchment Paper Co. 
Pee Cee Tape & Label Co. 
Photek, Inc. ... 

Photorapid Corp. 

Pinson Business Forms, 
Pitney-Bowes, Inc. (Folder- Inserter) 
Pitney-Bowes, Inc. (MailOpener) 
Pitney-Bowes, Inc. (Tickometer) 
Precision Mfg. Co. 
Print-O-Matic Co, 

Pronto File Corp. 

Purnyea Mfg. Co, 


Recordak Corp. 

Record Files, Inc. 

Regna Cash ‘Registers, 
Rex-Rotary Distributing Corp. 
Rite-Line Corp. (Copyholder) 
Rite-Line Corp. (Sure-Touch) 
Roberts Rubber Co., Weldon 
Rogersnap Business Forms 
Rol-Dex Division 
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Roll-O-Graphic Corp. 

Rose Ribbon & Carbon Mfg. Co. 
Ross-Martin Co, 

Rovico, Inc, 

Royal McBee Corp. (Lease Plan). 


Outer Back Cover 
Royal McBee Corp, (Royaltyper) 57 


SADA S.P.A. Duplicatori ed Affini 
Saunders Mfg. Co. 
Scan-Am Co. 
Schwab Safe Co. 
Scott-Rice Co. 
Scotty Engineering Co. 
Sengbusch Self- Closing Inkstand Co, 
Shaw-Walker Co, 
Sherman Paper Products Co. 
Shredmaster Corp, 
Smead Mfg. Co. 
Smith-Corona Marchant, Inc. (Calculators) .. 
Smith-Corona Marchant, Inc. 

(Electric Typewriters) 
Smith-Corona Marchant, Inc. 

(Office Supplies) 
Speed-O-Print Business Machines Corp. 
Speed-O-Print Corp. 
Standard Change-Makers, 
Standard Duplicating Machines Corp. 
Standard Instrument Corp. 
Standard Packaging Corp. ............ 
Standard Register Co. 
Standard Voss Corp, 
Staplex Co. 
Stationers Loose Leaf Co, .. 
Steno-Disc Div., “gn Records Co. 
Stevenson & ge 
Storms Co. M. ee 
Supreme Steel ‘Equipment Corp. ee : 
Syntron Co. 


152, 226, 


Of ener Se 

Tally Register Corp, 

Taylor-Merchant Corp. ; eee 
ON ees ce 120, 
Textile Cutting Corp, ; 

Thomas Collators, Inc. 

Tiffany Stand Co, 

Torpedo Buromashinen Werke A.G. 
Townsend Industries, Inc. 

Transkrit Corp. 

Type-Rite Corp. 

Typewriter Sundries Co. 


Underwood Corp. ......c0cs...00. Inner Front Cover 
United States Envelope Co. ... ho eieea. ee 
Used Photocopy Machines, Inc. ... 


Van Son Holland Ink Corp. ........ 
Varigraph Co. 

Venus Pen & Pencil Corp. 

Vernon, Inc., S, E. & M, 

Victor Adding Machine Co. 

Virco Mfg. Corp. iexxeters 
Virginia Panel MND. c Gucketsass 
Visi-Shelf File, Inc. ‘ 

Vogel Peterson Co. . 

Vue-Fax System Controls Corp. 


Wassell Organization, 
Watson Mfg. Co 

Wausau Paper Mills Co. 
Webster Co., F, S. 
Webster Electric Co. .. 
Whiting-Plover Paper Co. 
Wilson Jones Co. 


Xerox Corp. (Photocopier) 
Xerox Corp. (Xerox Masters) 





Psychologists at the University of Michigan Medical 
Center are giving mental tests to computers, and have dis- 
covered some shortcomings in the machines' ability to 
"think". In administering an intricate psychological test 
used for studies of human problem-solving ability, re- 
searchers find that the computer is pretty simple-minded 
and vacillatory when it comes to solving problems. 

It is told to solve problems in three different ways. 
These vary in the extent to which the computer merely regis- 
ters certain environmental events, or is capable of abstract 
"thoughts" about the possible nature of the world which help 
it give meaning to its experience. 

The computer has a strong tendency, the researchers 
report, to seek simple paths to a solution until more complex 
paths begin to have much in their favor. It discovers these 
other paths largely by accident. Also, it is relatively un- 
able to retain information, and continuously diverts its 
attention to different but false paths; thus it has a ten- 
dency to vacillate around a solution, sometimes getting 
close but on the next trial losing all or most of the ground 
gained. 

Before selling the computer short, however, they re- 
port that more “elegant” tests tend to lead to behavior which 
is less vulnerable to these shortcomings. 

How human this makes these machines sound. Psycholo- 
gists are now interested in their "behavior," just as they 
are in the behavior of human beings. And yet behavior 
(whether mental or digital) is merely the application of 
thought, or the lack of it. 

Both machines and men will continue to strive for the 
Simplest solution to a problem. The task is to make sure that 
both find the right one. Perhaps some day mental tests will 
become necessary for machines that run offices and fac- 
tories, just as they now are for men who make important de- 
cisions. The major job at the moment is keeping each in its 
place. 
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COSTS UP TO 40% 


print up to 90% of your office needs with a 


DITTO’ OFFSET DUPLICATOR 


BRAND 


FREE 
BOOK 


shows you how! 


NEW ROAD PROFITS 


DITTO OFFSET DUPLICATOR 


% 


For More Information 
Circle No. 201 


It's easy to see why you save with a DITTO Offset! 
It handles practically any office printing job: forms, 
letterheads, mailers, manuals, catalog pages. It 
uses both paper and metal masters—takes any 
weight of paper from 13-pound to card stock, any 
size from 3 x 5 inches to 12 x 14 inches. Prints in 
black and white or multi-color—halftones or line 
drawings—up to 8,000 impressions per hour. It's 
easy to run, too! Touch a button... the DITTO 
Offset starts, prints, counts, stops, cleans—all auto- 
matically! Mail coupon for FREE BOOK! 


DITTO and @ are registered trade marks (U.S. and foreign) of Ditto, incorporated 
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© 196) KOVAL wOBEE 


ee Pe weil Saag $5 


You can buy Royal Electric typewriters outright, of course. where. Another advantage to the Royal Lease Plan: You 
Many firms do. But you can also lease them through the _—_ deal directly with the manufacturer, an arrangement as 
Royal Electric Typewriter Lease Plan. Many reliableasthe Royal Electricitself. Findouthow 


firms do that, too. Leasing gives you full use QYAL a Royal Electric Lease Plan can be tailored to 
of any number of Royal Electrics without your special needs. Contact your nearest rep- 


having to invest working capital needed else-  srrciausrsin susiness macnmes resentative of the Royal McBee Corporation 
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